 ROLE DESCRIPTION

Post:




CPD Co-ordinator










Sector/Section:


Quality
& Standards 
 

Grade and Salary Range:

Scale 4, SCP 18-21
Full time/Pro-rata


Part time
Fixed term/Permanent:

Fixed term for 12 months
Line Manager:
Assistant Principal – Quality & Standards 
Location:



Millennium
Hours of Work:

 
22.2 hours per week (0.6 FTE)
Flexibility is required as there will be occasions when evening and/or weekend working will be required

Purpose and Objectives of Role:
To provide high-quality co-ordination and administrative support for Continuing Professional Development (CPD) activity across the college, ensuring accurate record keeping, effective organisation of training and development activities, and compliance with mandatory training requirements.
The role works closely with the Assistant Principal an Quality team to support staff development priorities, CPD activity and related administrative functions across the college. The postholder will also provide flexible administrative and customer service support during busy periods, including assisting with reception and customer services duties where required.
Specific duties of the role:
1. Provide high-quality co-ordination and administration of CPD activity, including supporting the planning of staff development events, training sessions and Development Days. 

2. Maintain accurate CPD records and compliance data, ensuring information is updated, monitored and reported effectively.
3. To work collaboratively with the Quality team to promote, design and administer relevant CPD programmes, activities and events, including sourcing and arranging internal and external training opportunities. 

4. To co-ordinate and organise staff induction and CPD induction programmes, including the management of online induction materials and resources. 

5. To support the monitoring and reconciliation of CPD budgets and assist in identifying and recommending appropriate training opportunities. 

6. To liaise effectively with internal departments, external agencies, training providers and stakeholders to arrange and support CPD activity. 

7. To prepare reports, management information and compliance updates for the Leadership Team and managers as required. 

8. To advise staff on learning and development opportunities relevant to their role and career progression. 

9. To develop and maintain systems for tracking mandatory and regulatory training, ensuring refresher training is completed and compliance requirements are met. 

10. To maintain a strong understanding of CPD requirements and staff development priorities in order to effectively support colleagues. 

11. To ensure evaluations of CPD activity are completed, monitored and reviewed to assess impact and inform future planning. 

12. To support the development and implementation of internal CPD plans aligned to college priorities, quality improvement and strategic objectives. 

13. To support CPD activity linked to curriculum developments, including T Levels, skills audits, industry placement activity and associated training requirements. 

14. To organise and support the logistics of CPD activity and events, including room bookings, registers, resources, refreshments, transport and external speakers. 

15. To provide flexible administrative and customer service support across the department during busy periods, including assisting reception and customer service operations where required. 
16. To undertake any other duties appropriate to the grade and nature of the post as required. 
ROLE RESPONSIBILITIES

	
	
	

	Operations/ Decision Making


	
	

	· To advise the Assistant Principal – Quality & Standards on the progress of activities and use initiative to respond to internal and external requests
Resources

a) Responsibility for Finance and Income

· Monitor budgets and process orders and invoices

	
	

	b)  Responsibility for Equipment/Materials/Health & 

     Safety/Accommodation
	
	

	
	
	

	· Maintain safe working practices and undertake any specific duties allocated to you under the College Health and Safety Policies and Procedures.

· Be responsible for promoting and safeguarding the welfare of all learners for whom you have responsibility or with whom you come into contact.
	
	

	
	
	

	Contacts and Relationships

a) Internal 
	
	

	· All College staff and students


	
	

	b) External
	
	

	· External training providers and professional organisations. 

· Ensure commitment to customer care at all times.
	
	


	Information/Co-ordination
	
	

	· Maintain confidentiality.
· Ensure compliance with Data Protection Act 2018.
	
	

	· Ensure compliance with Computer Misuse Act 1990.


	
	

	Self and Professional Development
	
	

	· Participate in Performance Review and take opportunities for self-development.
	
	

	
	
	

	Quality/Equality of Opportunity
	
	

	· Meet quality standards set in the area.

· Take responsibility for continuous improvement in area of responsibility

· Ensure compliance with the College’s Single Equality Scheme
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	PERSON SPECIFICATION
	
	    Method of

	
	
	    Assessment

	CPD Co-ordinator
	
	

	
	
	

	QUALIFICATIONS
	
	Application Form

	· A good general standard of education including Maths and English Grade C / 4 (or equivalent) or Level 2 Literacy and Numeracy is essential
· A Level 2 IT qualification is desirable 

	E
D
	

	
	
	

	EXPERIENCE
	
	Application Form/Interview

	· Previous administrative experience is essential. 

· Experience of working in a busy office or customer-focused environment is desirable. 

· Experience of using Microsoft Office applications, databases and email systems is essential. 

· Experience of supporting, co-ordinating or organising training, CPD activity or events is beneficial but not essential. 

· Experience of working with data, budgets or financial information is desirable.
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	KNOWLEDGE/SKILLS/ABILITIES (Competencies)
	
	Application Form/Interview

	· Excellent communication and interpersonal skills are essential. 

· Strong organisational skills and the ability to prioritise workload and meet deadlines are essential. 

· Ability to work independently and collaboratively as part of a team is essential. 

· Good IT and administrative skills, with attention to detail and accuracy, are essential. 

· Knowledge or understanding of CPD, staff development or training processes is desirable. 

· Knowledge or understanding of budget monitoring and administrative processes is desirable.
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	PERSONAL QUALITIES
	
	Interview/ References

	· A flexible and adaptable approach to work is essential. 

· A professional, enthusiastic and proactive approach is essential. 

· Commitment to providing high-quality customer service and support is essential. 

· Commitment to achieving and maintaining high quality standards is essential.
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