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Job Description and Person Specification



Project Support Officer – Learning & Development

	Department
	Adult Social Services

	Section/Service
	Adults and Children’s Learning & Development

	Location
	County Hall

	JE Number
	MJ0532
	GR Number
	GR0004

	Grade
	E 

	Responsible to
	Learning and Development Advisor 

	Responsible for
	No staff managed



	Role and Context 

	
Job Purpose 
To provide support to the Adults and Children’s Services Learning & Development (AC L&D) Team in the provision of learning activities for staff and external partners. Primary activities include course administration and recording.  This involves booking trainers and venues and the preparation of learning materials to enable the delivery of learning programmes that support service workforce plans and the organisation’s priorities.

To purchase and maintain a library of learning resources, both digital and physical, ensuring that appropriate equipment and materials are available to meet workforce development programmes and strategies. 

To act as the key liaison point for general AC L&D queries/issues, undertaking event co-ordination for learning and development programmes/activities and providing general administrative support for the AC L&D Team.


	Other Job Information (e.g. any special factors or constraints) 
County wide travel may be required. 

There may be occasional out of hours working evenings and weekends. 

	



	Principal Accountabilities

	Provide support to the Adults and Children’s Services Learning and Development team with organising, booking and preparing learning programme events and learning delivery materials. 

To record course attendance on appropriate systems and provide reports on training course completions.

Co-ordinate and organise AC L&D programmes and events to agreed specifications, commissioning and sourcing venues, within the existing NCC supplier framework, ensuring the relevant equipment and delivery materials are available at the event.

Procure Training within specified parameters as directed by L&D Consultants, workforce development manager and department managers.
Raise appropriate purchase orders or invoices for the procurement of training provision/venues and charging to external customers. Maintain L&D spend budget records and contribute to financial year end process.

Advise the AC L&D Team on programme duplication, provide challenge where there are opportunities to leverage increased consistency and value across NCC. (to avoid duplication or repetition where directorates are acting in silos for development.)

Act as the event delivery co-ordinator, as requested for AC L&D programmes, at Countywide learning venues, ensuring equipment, materials and appropriate refreshments are provided to the learning event specification. 

Undertake research into L&D best practice as requested, supporting the team with the maintenance of professional expertise.  
Support the technical development, curation and delivery of digital learning media/digital learning platforms. e.g. MyOracle Learn.

Support non-NCC external customers in training activities.

Issue, collate, record and report on AC L&D activity evaluations. Escalate where poor feedback has been received and highlight where praise has been received. 
Support the monitoring and analysis of L&D data metrics, producing reports and liaising with managers.

Support the publicity of NCC AC L&D activities/programmes, ensuring they reach the right audience in a timely manner.
Undertake research into L&D best practice as requested, supporting the team with the maintenance of professional expertise. 

Contribute to the development of L&D policies and procedures.



Person specification 
	Qualifications

	Essential
	Desirable

	· 5 GCSE passes including Maths and English or Level 2 qualification in administration.
	· Level 3 qualification in Business Administration
 

	Experience

	Essential
	Desirable

	· Experience of working in an administration role, including experience of co-ordination of meetings and events.
· Experience of administrative support of learning delivery.
· Demonstrable significant experience of working on and supporting small to medium-sized projects with proven experience of using project management techniques.

· Experience of commissioning/procuring training within specified parameters.

	· Experience of internal communications and marketing of L&D

· Experience of working in an L&D administration role, including experience of co-ordination of delivering learning to managers and staff.



	Skills/knowledge

	Essential
	Desirable

	· Understanding the challenges of delivering L&D to a geographically dispersed audience. 
· Well organised and able to work on own initiative. 
· Able to work under pressure and prioritise workload.
· Excellent verbal and written skills.
· Able to adapt communication and negotiation style to suit varied situations and people
· Analysis and research skills.
· High level of IT competence, in particular MS Office software, excel, Word, OneNote, PowerPoint

	· Proven ability of managing a portfolio of small projects.
· Experience of maintaining Learning Management Systems
· Experience of production of reports and analysis
· Proven ability of high-level administrative skills/knowledge






The Council’s values

· Accountable – We are honest and accountable.  
· Inclusive – We champion inclusivity and equity. 
· Ambitious - We want a better future for Norfolk. 
· Trusted – We build and maintain trust.

General Information
The job description details the main outcomes of the job and will be updated if these outcomes change.

All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regard to the needs of our customers and the diverse community we serve. 

Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.


Rewards and Benefits at Norfolk County Council

We offer a range of benefits working for Norfolk County Council, visit our Rewards and Benefits page to find out more. 

To view further information visit our Recruitment information for candidates pages.
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