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Learning and Development Advisor
Human Resources

	Responsible to:
	Assistant Principal – People Services

	Responsible for:
	None

	Grade of post:
	8 £37,045.00 - £40,463.00 per annum

	Hours of work:
	37 hours

	Work location:
	Rodbaston Campus - with travel to other campuses as required

	Code:
	HR2526-108



	Job Purpose:
To take a central role in analysing need and ensuring learning and development delivery to build a skilled, confident, and inclusive workforce across the College.
The postholder will be responsible for the design, delivery, coordination, and evaluation of learning and development activities, including responsibility for the annual plan, e‑learning and the effective use of technology to enhance staff development. Working collaboratively with managers and colleagues, the Learning and Development Advisor will ensure that all learning interventions are high‑quality, accessible, and aligned with organisational priorities.


Key Duties & Responsibilities
1. Learning and development delivery
Conduct training needs analysis and support the development of and annual plan and solutions using a blend of digital, in‑person, and hybrid approaches.
Assist managers in identifying learning needs and planning development interventions
Design, deliver, and assess diverse engaging learning content to improve colleague and management skills, ensure compliance, and support growth.
Manage the end-to-end process of training bookings and recording ensuring accuracy, compliance and a positive experience for colleagues
Source and manage external training providers and contracts ensuring value for money and quality delivery
Provide guidance to managers and colleagues on adapting learning to meet diverse needs.
2. E‑Learning
Manage the LMS and e-learning catalogue including:
User administration, ensuring system governance is in place
Content development and upkeep ensuring engagement, accessibility and staff confidence
Communication of content to colleagues
Reporting on compliance and providing management data as required
3. Recording, monitoring and evaluation
· Monitor training spend, supplier performance and learning outcomes, providing reports and insights to support decision making
· Establish effective evaluation methods for learning interventions and materials
· Use evaluation/feedback and performance data to drive ongoing improvements providing reports and recommendations for workforce development
· Ensure all learning and development activities are inclusive, accessible, and aligned with the principles of universal design for learning (UDL)
· Ensure all activity aligns with safeguarding, health and safety and equality and regulatory requirements
Other Duties and Responsibilities 
· To carry out all duties in accordance with the College’s Health and Safety, Safeguarding & Equality & Diversity policies and procedures, practices and procedures.
· Maintain confidentiality and manage sensitive information appropriately.

Safeguarding
The College considers that the job holder for this role should have a DBS Enhanced (Child) disclosure.    





PERSON SPECIFICATIONS/L = Short Listing	I= Interview	A=Assessment 


	Education/Qualifications
	
	
	

	Essential:
	S/L
	I
	A

	· CIPD level 5 in Learning and Development to Level 5 or equivalent experience
	X
	
	

	· GCSE Grade 4 or equivalent in English and Maths
	X
	
	

	Desirable:
	
	
	

	· Evidence of CPD relevant to role 
	X
	X
	

	· Coaching qualification to Level 5 or similar 
	X
	
	

	Experience and Technical Skills
	
	
	

	Essential:
	S/L
	I
	A

	· Proven experience designing and delivering learning and development content and programmes, including digital and blended learning
	X
	X
	

	· Proven experience in using and administering e-learning systems, developing/customising content and using technology to enhance learning
	X
	X
	

	· Ability to create and use Training Needs Analysis and data to inform delivery planning, and to inform improvements
	X
	X
	

	· Knowledge of EDI and inclusive learning practices and the implications of neurodiversity for training design and delivery.
	X
	X
	

	· Experience of managing training administration, systems and recording
	X
	X
	

	· Understanding of workforce development planning and talent development strategies.
	X
	X
	

	· Good IT skills including Office 365 and Teams
	X
	
	

	· Able to manage suppliers to ensure value for money
	X
	X
	

	Desirable:
	
	
	

	· Experience in L&D in the FE, education or public sector
	X
	
	

	Essential:
	S/L
	I
	A

	· Excellent facilitation, communication, and stakeholder engagement skills at all levels
	
	X
	

	· Strong organisational skills with the ability to manage multiple projects and deadlines.
	
	X
	

	· Collaborative approach with the ability to build strong relationships across the organisation
	
	X
	

	· Able to handle sensitive information with discretion
	X
	X
	

	· Strong ethics and understanding of and commitment to Equality, Diversity and Inclusion in learning and development practice
	X
	X
	

	Other Requirements
	
	
	

	Essential:
	S/L
	I
	A

	· Enhanced DBS (Child) through the Update service (or willingness to be subject to a check)
	
	X
	

	· Able to travel between sites in a timely way as required
	X
	X
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