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Position: 			TRAINER
Responsible to:		Team Leader
Location:		         Edinburgh and Lothians


Value Statement: 
All employees of Apex Scotland must work within the ethos of the organisation and apply themselves as per the Organisational Qualities and Values Policy.


PURPOSE OF JOB

To deliver the Apex Scotland employability programme and recognised training courses to groups in person, and online using our STACC online delivery programme. 

The main focus of the role is to allow participants to complete CPO programmes with meaningful activity to firstly complete their CPO requirements, and which can help those attending the course to progress toward sustainable employment or engaging with other support agencies that will further improve their employment prospects or increase their skills and qualifications.  A key part therefore would be to be able to engage professionally with our Steps employability service.

The training courses will also be available to service users of our Steps Employability Service on a voluntary basis.


ROLE RESPONSIBILITIES & MAJOR ACTIVITIES

1. In agreement with the Team Leader, deliver dynamic training courses as agreed that will engage and sustain participants. 

2. Help to market the programme to key stakeholders and referral agencies.

3. Plan and prepare for courses, including making improvements to the course if required.

4. Provide an evidence log of participant attendance, engagement and outcomes.

5. Keep all paperwork relevant to the course, in line with Apex Scotland’s policies
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6. Take part in any training courses deemed necessary by Apex Scotland 





ORGANISATION AND LEGAL RESPONSIBILITIES

1. Conform to all Apex policies and local procedures with regard to processing illness reporting, working hours, expenses claims, grievance procedures and petty cash. 

2. Conform to all Apex Scotland’s and legal policies and practices regarding data protection and employment law. Uphold legislation on health and safety. Carry out you’re your own responsibilities to reduce risk in this matter and promote a health and safety culture. 

3. Where required, conduct risk assessments in the workplace and client activities. Protect yourself and others from risk of harm or violence.

4. Ensure your actions promote and value equality, diversity, rights and responsibility along with supporting the maintenance of all Apex policies and procedures.
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