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Role: Training Co-ordinator

Salary:  £ 22,749 - £27,000 (DOA)

Hours of Work: 21 hours

Duration: Fixed Term 18 months with the possibility of extension at the end of that term
[bookmark: _GoBack]
Location: Edinburgh or Glasgow (currently trialing hybrid working)

About Clan Childlaw
Clan Childlaw is Scotland's law centre for children and young people. Clan Childlaw is a team and everything that everyone at Clan Childlaw does to deliver our services and keep things running - from answering the phone to organising a training event, publishing information on our website, running our projects, working on a funding application, representing a child in a Childrens Hearing or responding to a Scottish Government consultation - all helps to protect and strengthen children’s rights and improve their lives.  

What We Do 
· We are lawyers for children and young people representing children and young people in court, at Children’s Hearings, and in important meetings working to protect their rights and make sure their voices are heard. 
· We offer training and resources and a legal helpline to make the law easier to navigate for people who support and advocate for children and young people. 
· We use our knowledge of the law, and experience as practicing lawyers for children and young people, to ask decision makers and lawmakers to change the law and the way the law is used to make sure that children and young people's rights are a reality in Scotland. 

Our Values
· Child-Centred: Children and young people are at the heart of everything we do. 
· Accessible:  We make sure our services are accessible to children and young people  
· Professional: Our lawyers carry out legal work for our clients to high professional standards. 
· Practice Based: All our work is guided by our experience as lawyers working with children and young people. 

"Overall everything in my life felt better after I got help from my lawyer. The experience had a great impact on me and my situation." - A young person who got help from Clan Childlaw

An exciting opportunity has arisen in a new role working to develop, support, and facilitate Clan Childlaw’s training programme.

Purpose of the role:

Clan lawyers design and deliver training to a variety of audiences including frontline practitioners and professionals whose work supports children and young people, and legal professionals.
The postholder will coordinate the delivery of Clan Childlaw’s training programmes to ensure a high standard of delivery and will be responsible for scheduling and coordinating training delivery, evaluating success and contributing to development and continuous improvement of our training programme. 
Engaging with a variety of stakeholders is a key part of the role and includes liaising across Clan Childlaw teams and connecting with external networks to support and promote our training.
Main activities

Supported by the Projects Manager, the postholder will:

· Plan and schedule an annual training timetable.
· Respond to and progress requests for bespoke training.
· Attend training to support the presenters and to facilitate the format and smooth running of the session.
· Cover all aspects of setting up the training delivery including booking facilities and resources as needed, sending out pre and post training materials and ensuring we receive feedback and evaluation information from those who attend our training. 
· Contribute to the development of materials, design, and format for each training session, support the creation of a training resource bank to support the consistent delivery of all Clan training, the quality of our training and enable lawyers to work effectively and efficiently on preparation and planning of each course.  
· Coordinate the delivery of the Lawyers for Children training programme. This is a high-profile training programme offering essential skills for legal professionals representing children and young people. 
· Work with the Communications Manager and others to promote the training programmes to ensure frontline workers, practitioners and other professionals access the training we offer.
· Collaborate across teams to support the development of training delivery 
· Work with Project Coordinators to deliver projects training on children’s hearings, the rights of care leavers and housing law. 
· Supported by the Projects Manager understand capacity requirements, coordinate effective scheduling, and resource management across the training programmes and integrate this with the capacity needs of Clan Childlaw’s legal and other services.
· Keep updated with and have awareness of current training and learning design and delivery.
· Support the creation of online and digital learning materials and information. 

Person specification: 
	Skills and Abilities
	Essential
	Desirable

	· Demonstrable experience of coordinating training delivery including training and learning delivered via digital platforms.
	· 
	

	· Excellent presentation skills.
	
	· 

	· Highly effective communication skills including the ability to present professionally to external stakeholders such as the statutory and third sectors, and legal professionals.
	
	

	· Ability to produce clear and succinct information for wide audiences.
	
	

	· Demonstrable experience of monitoring and evaluating programmes or services.

	
	

	· Skills in data & information gathering, analysis and interpretation.

	
	

	· Skills in networking across a variety of agencies, and the ability to build relationships with ease.
	
	

	· Ability to work collaboratively
	
	

	
	
	




What we can offer you

Clan Childlaw’s mission if very important to us, but our people are important too. We recognise the importance of a good work-life balance and a friendly supportive work environment. We offer 33 days annual leave and auto-enrolment into our pension scheme after 3 months service.

Learning and development is important to us and our team. We hope it’s important to you too. You will be encouraged to engage in learning and continued professional development. 

We have offices in Edinburgh and Glasgow, and you can choose the base location that works best for you. At the moment, our staff are expected to spend a minimum of 30% of their time in the office. 

"I have never worked in such a lovely organisation before! I feel valued, seen and heard as an individual here." - A member of the Clan Childlaw team 

"I love my job at Clan. It's busy and varied and no two days are ever the same. We have a great team here and everyone is really supportive." - A member of the Clan Childlaw team

If you’d like to apply, please send your completed application form and a copy of our Equal Opportunities form found at https://www.clanchildlaw.org/vacancies and send to HR@clanchildlaw.org no later than 5pm on 31st October 2022.

We expect interviews to take place week commencing 14th November 2022
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