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JOB DESCRIPTION
Job Title:

Learning & Development Coordinator
Report to:

Training Manager
Salary:  

£28,331.57 per annum 

Hours:


37.5 hours per week

Purpose of the Job

The Learning & Development Coordinator plays an important role in helping colleagues access the learning, qualifications and development opportunities they need to succeed at Drive.
The postholder will coordinate training, qualifications, apprenticeships and other development activity, ensuring programmes are organised effectively, records are maintained accurately, progress is monitored and agreed actions are followed through.
Reporting to the Training Manager, they will act as a central point of contact for learning and development, providing practical support to colleagues, managers, facilitators and external providers. The role will maintain learning and development records, support qualification pathways, oversee partnership learning opportunities and help ensure development activity is accessible, well managed and responsive to organisational and sector needs.
Working with Managers, Regional Managers, Learning Providers and partner organisations, the post holder will identify learning needs, maximise development opportunities and highlight any risks, issues or overdue actions requiring attention.

Key Responsibilities
Learning and Development Coordination

· Coordinate learning and development activity across Drive, including the training calendar, bookings, attendance records and learner communications.

· Liaise with the in-house Training Team, managers, subject matter experts and external providers to arrange and coordinate learning activities.

· Coordinate facilitator availability, venues, online sessions, resources and training materials required for delivery.

· Act as the first point of contact for routine learning and colleague development enquiries.

· Support colleagues and managers to access learning and development opportunities.

· Monitor attendance, cancellations, course capacity and completion rates, following up actions and escalating issues where required.

· Provide coordination support for learning and development initiatives led by the Training Manager.

· Coordinate and maintain oversight of internal and partnership training programmes, ensuring colleagues have access to the widest possible range of learning and development opportunities. 

· Liaise with Regional Managers and external partners to identify learning and development needs, maximise attendance at partnership training and support collaborative learning initiatives.

Qualifications and Social Care Apprenticeships

· Coordinate enrolment and administration for qualification and apprenticeship programmes.

· Liaise with colleges, assessors, awarding bodies and training providers regarding learner progress and programme requirements.

· Maintain accurate learner records and monitor progress, completion dates and agreed actions.

· Follow up overdue actions and escalate barriers, risks or funding concerns where appropriate.

· Prepare routine progress reports and updates for management review.

Career Pathways and Development Support

· Maintain information relating to Drive's agreed career and learning pathways.

· Help colleagues and managers understand learning, qualification and development opportunities linked to progression routes.

· Maintain records of development needs and agreed development actions identified through supervision, appraisal and other management processes.

· Provide information and reports to support workforce planning activities. 

Colleague Data, Reporting and Compliance

· Maintain accurate records relating to training, qualifications, registration requirements and development activity.

· Follow up missing or inaccurate information and update records accordingly.

· Prepare reports and supporting information for audits, inspections, management meetings and colleague reporting.

· Monitor qualification and registration requirements in line with Social Care Wales requirements and agreed internal processes.

· Escalate compliance risks, overdue actions and qualification concerns promptly.

· Ensure colleague development information is handled confidentially and in accordance with data protection requirements.

Systems and Process Improvement

· Use and maintain learning and development systems, trackers and digital processes effectively.

· Complete routine checks to ensure information remains accurate, consistency and audit ready.

· Identify opportunities to improve administration, record keeping and colleague experience.

· Support the implementation and testing of agreed process or system improvements.

· Maintain templates, guidance documents and process information relevant to the role.

Partnership Working

· Build effective working relationships with colleagues, managers, training providers, colleges, assessors and external partners.

· Gather information relating to learning opportunities, qualifications and available funding. 

· Represent the People & Learning team at relevant meetings and forums as required, providing factual updates and following up agreed actions.

· Develop and maintain positive working relationships with managers, colleagues, training providers, colleges, regional partners and external stakeholders. 

· Maintain oversight of regional and partnership training schedules, promoting opportunities across Drive and ensuring effective utilisation of available learning provision. 

· Liaise with Regional Managers and learning and development networks to identify emerging priorities, funding opportunities and sector developments. 

· Represent Drive at learning and development forums, partnership meetings and learning networks as required. 

· Work collaboratively with external partners to support the delivery of shared learning initiatives and learning and development objectives.

General Responsibilities

· Promote and demonstrate Drive’s values of Dignity, Respect, Inclusion, Vision and Empowerment.

· Maintain confidentiality and comply with data protection, information governance, organisational and regulatory requirements.

· Participate in supervision, appraisal and continuing professional development.

· Work flexibly across Drive services where required.

· Undertake other duties that are commensurate with the level of the role.

· This job description sets out the main duties of the post at the date when it was drawn up.  Duties may vary from time to time without changing the general character of the post or the level of responsibility entailed.

PERSON SPECIFICATION – LEARNING & DEVELOPMENT COORDINATOR
	QUALIFICATIONS
	Essential 
	Desirable 
	Identified 

	General education – equivalent to GCSE standard including English and Maths.

	✔
	
	Documents/
Application Form

	Relevant Level 3 or higher qualification in Business Administration, Learning and Development, Human Resources or a related area.


	
	✔
	Documents/
Application Form

	EXPERIENCE 
	Essential 
	Desirable 
	Identified 

	Coordinating training, qualifications, learning activities or other structured programmes, including planning, administration, progress monitoring and follow-up actions.


	✔
	
	Application Form/Interview

	Producing clear reports and managing competing priorities.


	✔
	
	Application Form/
Interview

	Working effectively with colleagues, managers and external partners.


	✔
	
	Application Form/
Interview

	Experience in social care, health or the third sector.


	
	✔
	Application Form/
Interview

	Experience using a learning management system or database to maintain accurate records.


	
	✔
	Application Form/
Interview

	Experience coordinating QCF, apprenticeship or vocational qualification programmes.


	
	✔
	Application Form/
Interview

	KNOWLEDGE 
	Essential 
	Desirable 
	Identified 

	Understanding of confidentiality, data protection and appropriate information handling.


	✔
	
	Application Form/
Interview

	Understanding of training, qualification and apprenticeship coordination, including learner enrolment, progress monitoring and completion tracking.


	✔
	
	Application Form/
Interview

	Good working knowledge of Microsoft Office, particularly Excel, Word and Outlook, and confidence learning new digital systems.


	✔
	
	Application Form/ Interview

	Knowledge of Social Care Wales registration and qualification requirements.

	
	✔
	Application Form/
Interview

	SKILLS
	Essential 
	Desirable 
	Identified 

	Excellent organisation, planning and attention to detail.


	✔
	
	Application Form/
Interview

	Ability to coordinate multiple activities, meet deadlines and keep relevant people informed.


	✔
	
	Application Form/
Interview

	Ability to maintain accurate information, produce routine reports and highlight gaps or overdue actions.


	✔
	
	Application Form/
Interview

	Effective written and verbal communication skills, with the confidence to follow up actions appropriately.


	✔
	
	Application Form/
Interview

	Ability to use initiative within agreed responsibilities and recognise when management input is required.


	✔
	
	Application Form/
Interview

	Welsh language skills.


	
	✔
	Application Form/
Interview


	PERSONAL QUALITIES
	Essential 
	Desirable 
	Identified 

	Professional, approachable and dependable.
	✔
	
	Interview

	Positive, supportive and solution focused.


	✔
	
	Interview

	Adaptable and committed to continuous improvement.

	✔
	
	Interview

	Committed to Drive’s values and culture.

	✔
	
	Interview

	Ability to remain calm when under pressure.


	✔
	
	Application Form/
Interview

	ADDITIONAL REQUIREMENTS
	Essential 
	Desirable 
	Identified 

	Committed to Equal Opportunities & Diversity and demonstrates acceptance and respect in understanding different people, their diverse needs, culture, and lifestyle.


	✔
	
	Interview

	Committed to CPD and willing to learn and undertake training as required.


	✔
	
	Interview
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