WEST YORKSHIRE FIRE & RESCUE SERVICE

JOB DESCRIPTION.
	POST TITLE: 
	Learning & Development Advisor.


	GRADE:
	Grade 4.


	RESPONSIBLE TO:
	Learning & Development Manager.


	
	

	PURPOSE OF POST: 
	To assist in the delivery and coordination of Learning and Development services to all staff within WYFRS, supporting, guiding, mentoring and advising colleagues to enable achievement and maintenance of competence alongside supporting colleagues’ professional and personal development.


ORG CHART
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MAIN DUTIES AND RESPONSIBILITIES OF THE ROLE.
1. Coordinate, plan and organise Learning and development courses, events, examinations and individual development programmes for all WYFRS staff in line with the People Strategy. 

2. To support the Learning & Development [L&D] Manager to identify priorities for learning programme delivery, including sourcing potential suppliers and providers, ensuring quality delivery and value for money for the organisation.

3. Provide information, advice and guidance and support for employees, (including colleagues with neurodiverse conditions) on a range of learning and career development issues including those identified through the appraisal (Annual Review) system.

4. Gather and interpret a wide range of complex data, including costings and financial data to enable the L&D Manager to manage the budgets throughout the year.

5. To produce and share (including management of folder/file access) online development/NVQ portfolio’s ensuring they remain up to date and accessible for external audit purposes. Provide support, advice and guidance for candidates and their managers undertaking NVQs, talent and promotion processes assisting the Centre Manager in meeting awarding body requirements.
6. To complete regular Internal Quality Assurance (IQA) sampling on NVQ’s and professional Development portfolios, (Firefighter to Crew Manager). Ensuring all content meets external body requirements. Mentor new assessors and IQA’s to ensure they understand and meet the internal and external awarding body standards; provide feedback to candidates and their managers, liaising with line managers, Assessors, Internal Quality Assurers, and centre manager to ensure progress is measured and all issues are addressed.
7. To provide information and support for employees on apprenticeship programmes, including opportunities available, logistical support and liaison with apprenticeship providers to ensure programmes are delivered effectively and efficiently. 

8. Assist L&D Manager with admin systems and processes, maintenance of coaching and mentoring records, support for programme delivery and administration of associated systems, diagnostics and records including Annual Review (Appraisal) system, monitoring compliance and ‘dip sampling’ / quality control. 

9. Develop and maintain data tracking systems/records to gather information/data to meet internal compliance standards and external body requirements for development, examination and certification.  Produce accurate qualification and assessment progress and compliance data, learning needs and other learning / development information and statistics.  Share key information with the L&D Manager and OD Manager for inclusion in reports and dashboards. 

ORGANISATIONAL WIDE RESPONSIBILITIES:
1. Adherence to the Core Code which sets out five ethical principles, based on the Seven Principles of Public Life and West Yorkshire Fire Service Values.


2. To Implement and promote the Authority’s:

a) Health and Safety policies.
b) Equality and Diversity policies.
c) Information Security Management System policies.
d) Safeguarding policies.
e) Business continuity policy and contingency arrangements. 
f) Policies related to General Data Protection Regulation and Data Protection Act 2018.
g) Commitment to maintaining our Customer Service expectations.
3. A satisfactory standard Disclosure and Barring check is required for the role.
4. This post has been designated a hybrid working post which means the postholder’s working time will be split between the workplace and home.  The actual working pattern and number of days at each will be agreed locally with the line manager and will be determined based on the service needs. 
SKILLS AND EXPERIENCE REQUIREMENTS FOR THIS ROLE. 
In the supporting statement section of the application form give clear, concise examples of how you meet all of the Essential person specification criteria (i.e. items you must be able to do from day one to be able to do the job), identified as ‘Application’ in order to be shortlisted for this vacancy.  If a large number of applications are received, only those who also meet the Desirable criteria, identified as ‘Application’, will be shortlisted, i.e. criteria you need to do the job, but which could be learnt during training.
Please list or number the competency criteria below against which you are providing evidence/examples in order to structure your supporting statement in a well organised way.
There may be some criteria that are identified through ‘Selection Process’ only. You will only be assessed on these criteria during the selection process and not from your application form, this may involve tests, presentations, interview etc.
	
	Experience.
	Essential/ Desirable.
	Where Identified

	1. 
	Experience in the design, delivery and evaluation of learning programmes and interventions.
	Essential.
	Application Form & Selection Process.

	2. 
	Evidence of using quality assurance systems and knowledge of quality assurance / auditing.
	Essential.
	Application Form  & Selection Process.

	3. 
	Experience of working with NVQ candidates and supporting their managers, including provision of feedback to people at all levels.
	Desirable.
	Application Form  & Selection Process.

	4. 
	Experience of evaluating learning and development activities.
	Essential.
	Application Form & Selection Process.

	5. 
	Experience of mentoring and sharing experiences to support development of others.
	Essential.
	Application Form.

	6. 
	Experience of providing mentoring and support to help candidates and their managers improve quality of NVQ /development portfolios to support standardisation.
	Desirable.
	Interview.

	7. 
	Experience of developing presentations which are engaging and easy to understand.  Experience of delivering presentations to small and larger groups. 
	Essential.
	Application Form & Selection. Process

	8. 
	Experience of delivering training / learning activities to small groups of employees, including preparation of resources.
	Desirable.
	Application Form & Selection Process.

	9. 
	Significant experience in using Microsoft products, including Excel, PowerPoint and Word and using databases and data dashboards.
	Essential.
	Application Form & Selection Process.

	10. 
	Ability to use file and document sharing applications, e.g. SharePoint to create online portfolios, maintain integrity and data security of all files, folders and documents.
	Desirable.
	Application Form.

	11. 
	Experience of coordination and management of learning and development interventions, including organising courses and events, identifying delegates and logistics to enable successful delivery of programme(s).
	Essential.
	Application Form & Selection Process.

	12. 
	Experience of producing and analysing statistics, including financial / cost data, candidate information and people performance data.  Experience must include recommending actions as a result (e.g. training needs data).
	Essential.
	Application Form & Selection Process.

	13. 
	Experience of presenting complex data in an easy to understand way, for use internally and where appropriate externally.  
	Desirable.
	Application Form & Selection Process.


 

	 
	Education and Training.
	Essential/ Desirable
	Where Identified.

	14. 
	Qualification in coaching & mentoring Level 3 or significant experience.
	Essential.
	Application & Selection Process.

	15. 
	Learning and Development professional qualification at Level 3 such as the Award in Education, or equivalent.
	Essential.
	Application & Selection Process.

	16. 
	Quality Assurance Qualification, e.g. IQA Level 4 (or equivalent).  Or Willingness to achieve within six months.
	Essential.
	Application Form & Selection Process.


 

	 
	Special Knowledge and Skills.
	Essential/ Desirable.
	Where Identified.

	17. 
	High level of analytical and problem-solving skills.
	Essential.
	Application Form & Selection Process.

	18. 
	Ability to communicate and influence effectively at all levels in the organisation.
	Essential.
	Application Form & Selection Process.

	19. 
	Ability to maintain confidentiality and integrity of qualifications, including capacity to challenge senior officers when undertaking standardisation and assessment activities.
	Essential.
	Application Form & Selection Process.

	20. 
	The ability to work under pressure on own initiative, prioritise own workload and managing conflicting deadlines, whilst ensuring organisational, team & personal objectives are met.
	Essential.
	Selection Process.

	21. 
	Demonstrate an understanding of the importance of diversity, equality and inclusion to WYFRS as an employer and service provider.
	Essential.
	Selection Process.

	22. 
	Demonstrate commitment to good data quality within all areas of work.
	Essential.
	Selection Process.

	23. 
	A current valid driving licence and the ability to travel to stations regularly, working across the whole of West Yorkshire.
	Essential.
	Application.

	24. 
	Ability to be flexible around working hours, which may include some evenings and very occasionally on a weekend.
	Essential.
	Application.

	25. 
	Awareness of how people learn and in particular awareness of neurodiversity to provide individuals with support and signposting, and reasonable adjustments as identified.
	Desirable.
	Interview.

	26. 
	Experience of creating and managing purchase orders, including receipting and invoice matching.
	Desirable.

	Application Form & Selection Process.

	27. 
	Experience of administering and supporting Internal Quality Assurance processes, including standardisation, sampling and providing feedback.
	Desirable.
	Application Form & Selection Process.
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