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	JOB DESCRIPTION


	Form

JD1

	JOB TITLE:  Housing Training Officer

	POST NUMBER:  1100BLN

	REPORTS TO (Job Title):  


	Customer Services Team Leader

	DEPARTMENT:   Housing Services

	GRADE: 7

	JE REF:
	2807  B00069
	PANEL DATE:
	100112

	1.
	MAIN PURPOSE OF JOB

To collate training needs, develop and maintain a training plan, and organise or deliver training for Housing staff



	2.
	KEY TASKS:



	
	i. 
	To ensure that staff training and development needs are effectively identified by managers across the department and to collate these.

	
	ii. 
	To prepare the Housing Services Training Plan in line with corporate, directorate and Government requirements and objectives and review annually..

	
	iii. 
	To develop training specifications to meet identified needs and, to evaluate and monitor the effectiveness of the training, in conjunction with managers, staff and service users.

	
	iv. 
	To work with managers and partners to identify training internal and external providers and procure their services to deliver appropriate training and development programmes to meet identified needs within existing budget.

	
	v. 
	To work with the managers to identify and respond to the training implications of changes in housing policy, procedure and legislation.

	
	vi. 
	With managers and other colleagues design and deliver training to  Housing Services staff focusing on ICT induction training and ICT training for new and updated applications and databases. Create and maintain procedure guides for key Housing ICT systems.

	
	vii. 
	To represent housing on departmental and corporate workforce development and training groups, and contribute to work on developing corporate, service and departmental training and development initiatives. To represent the Housing Service on the North Yorkshire Housing Training Group

	3.
	SUPERVISION / MANAGEMENT OF PEOPLE

No. reporting -  

Direct:    0                    

Indirect:  0

. 

	4.
	CREATIVITY & INNOVATION

Designing and implementing new policies and initiatives in housing training and development.

Innovative solutions to achieving value for money from the training budget, including joint commissioning with other housing organisations or council departments. 

Solving complex issues which may arise in the development of training policies and procedures.
Designing and implementing induction and ICT training packages from scratch. 



	5.
	CONTACTS & RELATIONSHIPS

Weekly with service managers and staff from the housing service regarding training needs and provision.

Quarterly with training officers and managers from other departments, HR staff in developing corporate and departmental training.
Occasionally with external training providers and colleges

Occasionally with members of external training groups

Contact will generally be to understand training needs, develop training plans and commission training. It will involve confident and effective communication with professionals and companies and an element of negotiation.


	6.
	DECISIONS – discretion & consequences

Discretion:

Decisions will generally be taken with regard to budget constraints, be based on the training plan and general duties placed on Council officers.

Decisions in relation to quality, appropriateness and value for money of training provision

Decisions in relation to design of training procedures

Consequences:
The effective development and delivery of a training plan will ensure that staff have their personal training and development needs met, that staff across the department will have a wider understanding of the work of Housing and other services. Comprehensive induction training and, ongoing training on new developments in ICT backed up by comprehensive user manuals will mean that staff are confident and proficient in using these systems. Well trained and developed staff tend to be happier in their work and provide high levels of customer service which will mean that the reputation of Housing Services and the Council as an employer and service provider will be enhanced.


	7.
	RESOURCES – financial & equipment

(Not budget, and not including desktop equipment.)


Description  n/a
Value n/a



	8.
	WORK ENVIRONMENT – work demands, physical demands, working conditions & work context

Work demands  

Undertake project work against deadlines whilst ensuring the efficient administration of training and development activity

Physical demands

Mainly office based, working for long periods at the computer. Preparing and writing complex reports, researching. Delivering training to individuals and groups. May need to travel occasionally.
Work conditions

Normal office environment. 
Work context

Minimal risk to health and safety



	9.


	KNOWLEDGE & SKILLS

· Ideally educated to degree level but as a minimum holds a relevant training / ICT qualification and has GCSE or equivalent Maths and English Language

· Experience in a training and development role and able to carry out training needs analysis
· Experience of contributing to a project team and plans
· Experience in developing and maintaining administrative systems.

· Comprehensive ICT knowledge and skills including ability to use databases, excel, word and other standard office packages, 
· Well developed interpersonal skills including presentation skills

· Ability to work on own initiative, and to plan, monitor and prioritise workloads

· Ability to produce policies, procedures and training materials.
· Ability to develop training specifications and course programmes

· Experience of evaluating effectiveness of training methods and packages
· Ability to research and collate information and good practice
· Up to date knowledge of training and development issues 

· Understanding of housing legislation and current policy issues which impact on the training and development needs of staff in the housing service.  



	10.
	Position of Job in Organisation Structure
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Job reports to:  Customer Services Team Leader 


 





Housing Training Officer





Other jobs at this level: Customer Services Advisors





Jobs reporting up to this one: None
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