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Job Description and Person Specification 
Training and Development Coordinator

Job Title:	Training and Development Coordinator 

Grade:  	NJC scale point 20-26 (currently £29,630 - £34,090, FTE per annum inclusive of Inner London Weighting). Based on NJC SCP 20, at 28hrs this is currently £23,704, per annum (Inc ILW)  

Hours:			28 hrs. per week (working pattern to be confirmed in 					consultation with postholder) 

Accountable to:	CEO

Supervised by:  	Fundraising and Events Coordinator 

Location:		London Borough of Tower Hamlets

Contract Term: 	Initial contract to June 2022 (extension subject to funding) 

Closing Date: 	12 noon, Monday 8th November 2021

About Mind in Tower Hamlets and Newham

We are a local, registered charity affiliated to national Mind. The organisation supports those with mental health issues in Tower Hamlets, Newham and Redbridge towards recovery and leading a better life. 
Background
We work with communities from diverse backgrounds and continually invest in building an inclusive organizational culture with diverse leaders through active Listening, Learning and Leading.  Over the last 18 months we have explored racism and the impact that this has had on the lives of our clients and staff. This has resulted in the development of our strategic objective towards becoming an anti-racist organisation (ARO). 

Workplace Wellbeing Training 
We have recently secured a new service to develop Workplace Wellbeing and Mental health Awareness in Small Businesses within Tower Hamlets. To achieve this project, we will carry out a needs assessment and design a training programme over 6 months which will engage with over 2000 people in Tower Hamlets including Owners and managers of small businesses.

Overall Purpose of the Post
To work with our commissioners (TH Public Health) and local stakeholders to promote mental health and wellbeing with Small Business owners and managers. 

Our Approach for the development and delivery of this project will be carried out in 3 Phases:

Phase 1 – Employee engagement and training needs analysis to ascertain their approach/strategy to mental health at work

[bookmark: _Hlk83547931]We will engage with local business to explore their approach to mental health and wellbeing in their business.  We will work with LBTH Public Health to develop an initial audit to gather the local needs and to enable us to develop a strong and responsive offer to the community.  We recognise that many small businesses have face significant issues as a result of the Covid-19 Pandemic and also may not have access to HR advice and support.  

We will aim to communicate initially with 50+ local businesses to enable us to coproduce and develop the training programme. 

Phase 2 - Implementation and delivery of the Mental Health and Wellbeing Training programme
Our Workplace Wellbeing Programme will be delivered by experienced trainers who can support business owners and managers to explore the issues they are facing in their workplace and to develop local plans to support the development of their own Workplace Wellbeing Strategy.

We will offer our courses remotely and face-to-face (Responding to guidelines in relation to Covid-19 restrictions.).

Our Delivery Model will include:

· Workplace Wellbeing Resource Pack

We will design a Workplace Wellbeing Resource Pack for employers to use within their workplace and share with their teams.  We will offer a resource pack for local businesses which will support them to think about their Workplace Wellbeing Strategy.  The pack will include resources, templates and examples of good practice.  

· Workplace Wellbeing Network Support group

We will create a network support group for managers to connect with each other, our team will facilitate the network support group and enable managers to share concerns and explore solutions that will meet their business requirements

· Training and Workshops

We will deliver a range of training workshops to support Workplace Wellbeing Awareness and Understanding, our training will include:

· Workplace Wellbeing 
· Being a Mindful Employer
· Mental Health awareness
· Mental Health First Aid

We will also offer access for employees to workshops on:

· Stress Management
· Mindfulness
· Building a Resilient workforce
· E- Learning.

We will also offer access to our accredited online E-learning Platform so that participants can complete a range of training courses. 

Phase 3 – Monitoring and Evaluation and continuous improvements

[bookmark: _Hlk83548233]The final phase will be the development of an evaluation document that outlines the:
•	Coproduction of the design of the Workplace Wellbeing programme
•	Feedback from participants on the delivery of the training and resource packs.
•	Feedback from the network support group
•	Lessons Learnt and continuous development
•	Outcome Monitoring
•	Embedding Good Practice.

Main tasks and Responsibilities:

1. Training and Development Coordination 

· In conjunction with the CEO and the Fundraising Coordinator to support the development and delivery of the service in line with the Service Specification and requirements of the commissioner and local stakeholders.

· Be responsible for the planning and development of the training resources and bespoke training identified by the small business owners.

· Plan and deliver the range of training opportunities – training to be delivered by the post holder as well as through training consultants and other team members who have the necessary training skills and experience. 

· Develop the data management system Views to enable effective monitoring of the service alongside the Public Health Reporting Framework required for this contract. 

· The coordinator will be responsible for the management of all bookings with the support of an administrator. 

· Ensure that each service strand is operating to full capacity and able to deliver against the agreed KPI’s and creating monthly/quarterly reports.  

· To develop a ‘Lessons Learnt’ evaluation tool at the end of the programme which will outline learning, future planning and gaps. 

· To develop feedback mechanisms to enable us to receive feedback from the Small Businesses on the impact of the training and the development of their Workplace Wellbeing Strategy. 

· Ensure clients complete feedback, to record and report on impact of the service as well as continuously improving the service considering the feedback. 

· To ensure that the service is widely promoted across the borough, delivering Workplace Wellbeing Workshops in response to the analysis and SLA.  

· To develop an information resource pack, promoting Workplace Wellbeng and strategies for supporting staff mental health and wellbeing. 

· To promote the Network Support Group and deliver alongside the MITHN HR and Governance Director. 

· In conjunction with the Operational Director support the production of quarterly/annual monitoring reports  

2. Activities relating to each service element:

Phase 1
· To engage with local business to explore their approach to mental health and wellbeing in their business.  
· To work with LBTH Public Health to develop an initial audit to gather the local needs and to enable us to develop a strong and responsive offer to the community.  
· To initial communicate with 50+ local businesses to enable us to coproduce and develop the training programme. 

Phase 2

· To design and plan training programme which will meet the needs of small businesses in Tower Hamlets
· To deliver training or engage experienced trainers who can support business owners and managers to explore the issues they are facing in their workplace 
· To develop an approach to developing a simple Workplace Wellbeing Strategy that can be developed with the Small Businesses.

· To arrange training either remotely or face-to-face (Responding to guidelines in relation to Covid-19 restrictions).

· To design and implement the following.

· Workplace Wellbeing Resource Pack
· 	Workplace Wellbeing Network Support group
· 	Training and Workshops

We will deliver a range of training workshops to support Workplace Wellbeing Awareness and Understanding, our training will include:

· Workplace Wellbeing 
· Being a Mindful Employer
· Mental Health awareness
· Mental Health First Aid

We will also offer access for employees to workshops on:

· Stress Management
· Mindfulness
· Building a Resilient workforce
· E- Learning.

We will also offer access to our accredited online E-learning Platform so that participants can complete a range of training courses. 
Phase 3
· To design and develop a monitoring report that enables us to complete a final evaluation document that will demonstrate: 
· Coproduction of the design of the Workplace Wellbeing programme
· Feedback from participants on the delivery of the training and resource packs.
· Feedback from the network support group
· Lessons Learnt and continuous development
· Outcome Monitoring
· Embedding Good Practice.

Duties required of all Mind in Tower Hamlets and Newham employees

· Undertake the induction program as devised, and assist, as requested, in the induction and training of new staff, students and volunteers.
· Participate in staff meetings, team meetings, supervision meetings, appraisals, consultancy, training, team development sessions, working groups and other meetings as required, reporting back as appropriate.
· Share responsibility for the effective use of systems and procedures regarding service users and other records, finance, staff communications, and the dissemination of good practice and effective workings methods within Mind in Tower Hamlets and Newham.
· Deal with complaints in accordance with MITHN’s agreed procedure.  In addition, all staff have a duty to report any breach of service standards to line management.
· Share responsibility for good health and safety practices, reporting any concerns to line management any concerns.
· Undertake such other duties in accordance with the post holder’s level of responsibility as may be required from time to time to maintain or enhance Mind in Tower Hamlets and Newham services.
· Work as part of a team towards ensuring effective user participation within the service.
· To be administratively self-servicing.
· Undertake all duties in accordance with MITHN’s policies, with reference to the Equal Opportunities, Health & Safety, confidentiality, and safeguarding policies, and work towards their continuing development and implementation.
· All employees of Mind in Tower Hamlets and Newham are expected to respect the rights of clients’ privacy and confidentiality as far as possible within the constraints of legal requirements and the safety of other people.

This job will be reviewed periodically in line with the organization’s Business Plan.  Mind in Tower Hamlets and Newham aim to reach agreement on changes, but if agreement is not possible, Mind in Tower Hamlets and Newham reserves the right to change the job description



Training and Development Coordinator
Person Specification

Outlined below are the experience, skills and knowledge required to carry out the tasks in the job description.  Please ensure that you use examples to demonstrate that you meet each individual criteria within the application form

	Qualifications
	Essential
Desirable

	1.
	Educated to degree level or equivalent
	E

	2.
	Qualified in Training, Train the Trainer or other qualification for delivering workshops
	E

	3.
	Mental Health First Aid Trainer
	D

	Experience
	 

	4.
	Previous administration, data management and record keeping experience
	E 

	5.
	Experience of working in a training and development environment
	E

	6.
	Experience of using and maintaining database systems and online booking systems
	D

	7.
	Copywriting skills and writing content for websites
	E

	8.
	Experience of using a range of IT systems, intermediate level of Microsoft Word, Outlook, Excel and PowerPoint
	E

	Skills/Knowledge
	 

	9.
	Up to date and current professional knowledge, including relevant legislation,  
	E 

	10.
	Strong communication skills
	E 

	11.
	Ability to initiate and develop relationships with a range of community organisations/Businesses
	E

	12.
	Ability to work as part of a multi-disciplinary team 
	E 

	13.
	Ability to prioritise and manage own workload and use own initiative in identifying and solving problems 
	E 

	14.
	Excellent administrative skills and ability to be self-servicing 
	E 

	15.
	Ability to work independently as well as part of a wider team 
	E 

	16.
	Ability to analyse and interpret written information, with attention to detail
	E

	17.
	Excellent planning and organisation, meeting deadlines and working to timescales
	E

	Qualities
	

	18.
	Ability to influence and lead others to achieve shared goals
	E

	19.
	Ability to work flexibly and work unsocial hours, as required and help others
	D 

	20.
	Demonstration of respect for diversity, inclusivity, and good working relationships
	E

	21.
	Upholding ethics and organisational values
	E

	22.
	Demonstration of commitment to own learning and continuous improvement through training and development
	E
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