	



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Corporate Services
	SERVICE GROUP: Human Resources – PACT HR

	POST TITLE: HR Training Consultant 
	REPORTS TO: HR Services Manager

	GRADE: 
	SAP POSITION NUMBER : 


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
For posts where employees speak directly to members of the Public the post holder is required to demonstrate their ability to speak fluently in English.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  
	Key Purpose of Post: 

	To plan, research and deliver training on relevant HR topics to customers.
Develop training materials and resources on relevant topics to deliver to customers. Liaise with the HR Consultants to identify a programme of training activity
Generate income through the provision of training to customers


	Main Responsibilities of Post: 

	· To design, develop and deliver  a schedule of training to customers, topics will 
include –
Safer recruitment

Safer working practice
Safeguarding and single central record

Performance management

Managing attendance

Carrying out investigations

· Develop training materials relevant to the sector

· Plan, coordinate, develop and deliver training and development opportunities

using a range of methods and media that reflect the needs of individual learners

and the needs of their service area.
· In conjunction with the HR consultants bid for bespoke pieces of training work 

and deliver

· To ensure that training and development programmes are innovative, well

researched and evaluated, and are adaptable to meet changing organisational

needs.
· To ensure continuous evaluation and review of course design and content so that

we continue to meet the changing needs of customers

· To ensure effective marketing and publicity of training and development

opportunities.
· Liaise with cutomers to plan and programme training and development 

Opportunities, assessing training and development needs
· Research new topics and identify key points and learning to present to participants
· Participate in the PACT HR briefing sessions, delivering topics and information to participants
· To support the team in indentifying opportunities for income generation
· In conjunction with the HR Consultants, plan and undertake training in schools they are responsible for

· Identify opportunities for income generation and develop and deliver these

· Utilise the support of the HR Helpdesk by taking bookings, administering courses, providing certificates and processing invoices
· Identify opportunities for PACT HR to bid for work in relation to training propvision

and deliver as approporiate

· ensure that any scheduled training is appropriately advertised and marketed to a  

variety of customers

· deliver and propmote a regular programme of courses to head teachers, school business manager, governors and other customers



	Structure:
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	Special Knowledge Requirement: Will be used  for shortlisting. 

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.

	
	Essential

	Due to the Governments Fluency in English Duty for posts where employees speak directly to members of the public the post holder is required to meet the Advanced threshold level which will be implemented where the post requires a greater level  of sensitive interaction with the public
	X

	Uses ICT systems /packages to improve ways of working and or sharing information in own area of work.
	

	Analyses and presents statistical / numerical information using graphics eg management information requests, presentations, information leaflets, booklets.
	

	Demonstrable knowledge of commissioning, developing, coordinating

and delivering effective learning and development programmes
	X

	Demonstrable knowledge of developing innovative materials and

activities that maximise learning and meet desired outcomes
	X

	Demonstrable knowledge and understanding of different learning styles

and how you apply this in a training and development environment
	X

	Demonstrable knowledge of how to interpret data to produce meaningful

reports
	

	Demonstrable knowledge of how to interpret feedback from evaluation

and to adapt delivery accordingly
	X

	Relevant experience requirement: Will be used  for shortlisting 

	The applicant is required to provide evidence of having previously spoken fluently to members of the public in order to meet the advanced threshold level outlined under Special Knowledge above.  

	Ability to develop, deliver and co-ordinate effective training and qualification programmes

Ability to develop innovative materials and activities that maximise learning and meet desired

outcomes

	Relevant professional qualifications requirement: Will be used  for shortlisting 


	To hold a training qualification at minimum level 4 or 3 years experience of

commissioning, developing and delivering training / qualification programmes 


	Core Employee competencies at manager level to be used at the interview stage. 



	Carries Out Performance Management 

Carries out a variety of specialist professional or general managerial responsibilities 
effectively, with a considerable depth of knowledge across the relevant specialist area, 
or knowledge across a range of areas
Employees are encouraged to make suggestions for improving service delivery.
. 

	Communicates Effectively 
Speaks clearly and uses simple language appropriate to the situation and audience in order to build and maintain a dialogue (develop a common understanding).
Able to communicate sensitively and in an appropriate manner which considers the diverse needs of the audience.
Able to simply explain complex information to make it intelligible to a general audience.


	Carries Out Effective Decision Making 
Takes independent initiative with little access to more senior officers.
Puts the solution into operation


	Undertakes Structured Problem Solving 
Involves others with knowledge of the issue to try identify creative/alternative solutions.
Checks out potential solutions with experts / specialist knowledge holders to ensure that they meet legislative requirements and that the degree of risk has been accurately calculated.


	Operates with Dignity and Respect 
Takes steps to understand different cultures, beliefs and behaviours 

Constructively challenges all forms of prejudice and discrimination



	Management Competencies: to be used at the interview stage. 


	Operates with Strategic Awareness 
Identifies common goals, interests and perspectives with outside organisations/bodies
Thinks and acts across functional and service boundaries 

 Is proactive in influencing, or influences others


	Practices Appropriate Leadership 
Develops high standards and strives for success
Applies principles and values which leads to collaborative working, enhancement of partnership relationships


	Delivering Successful Performance 
Changes plans and actions as necessary to make sure targets/standards are achieved to agreed timescales
Delivers projects on time and to budget


	Applying Project and Programme Management 
Identifies ways of understanding the needs of potential customer groups, including those who might seem difficult to reach
Able to accurately determine the extent of the project and produce workable project plans


	Developing High Performing People and Teams 
Demonstrates appropriate & timely communications skills
Establishes training and development requirements and methods to meet needs within projects


	Working Conditions: 

 

	Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions.
Should be able to attend governing body meetings on an eveing and attend and deliver briefing sessions to customers

	

	Special Conditions: 

	Ability to travel efficiently to various customer locations to attend visits and meetings



	Compiled by: JG
Date: DECEMBER 17
	Grade Assessment Date:


	Post Grade:


Role profile no 16





HR Services Manager





Senior HR Consultant





HR Consultant





HR Advisor – helpdesk and casework





HR Consultant x 2





HR Training Consultant
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