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Job Description

	Role
	Training Facilitator

	Main Objective & Purpose 
	
To deliver a wide range of training and learning initiatives to a variety of audiences across Scotland in line with Bipolar Scotland’s objectives to reduce stigma, raise awareness, and to help realise our vision of a good life for everyone who lives with bipolar in Scotland. Supporting Bipolar Scotland to become a sector-leading training provider.

Training Facilitators play a key part in supporting people to maximise their potential and learn from each other to develop robust, personal strategies for living well with bipolar. By using effective, evidence-based resources and training materials, Training Facilitators will deliver engaging courses that educate, inform, and inspire, as well as motivate meaningful and long-lasting change. Working with colleagues, members and those who use our services, Training Facilitators play an integral part in continuous evaluation and improvement of existing learning initiatives, as well as developing new materials for future delivery. 

In addition to being responsible for the seamless delivery of high-quality training, Training Facilitators will take a lead role in gathering feedback from training sessions and help to evaluate the courses we deliver. Training Facilitators are also responsible for the effective administration of courses, arranging for suitable venues and looking after equipment and other resources.  



	Reports to
	Delivery and Development Manager

	Responsible for
	n/a

	
	

	Main areas of responsibility and duties

	Training Delivery 
	· Deliver self-management training and other courses, both online and in-person.
· Deliver occasional workshops on particular topics related to bipolar. 
· Ensure familiarisation with training content and materials prior to delivery.
· Gather feedback from course participants to support evaluation of the training we deliver.  
· To be supportive and encouraging of everyone who attends training.
· To facilitate a positive, respectful and inclusive environment for learners. 
· To identify when learners may require additional support, liaising with the Delivery and Development Manager as needed.
· To adapt the method of training delivery to ensure people with additional learning needs are included wherever possible.
· To respond sensitively and in a timely manner to any challenges or issues that arise during training delivery.

	Administration
	· Plan and coordinate a calendar of online and in-person training throughout the year.
· Respond to booking enquiries and manage enrolment onto courses and workshops, including ensuring participants have all the pre-course information needed.
· Source and book venues for training, taking into account accessibility for course participants. 
· Work closely with the Communications Team to ensure courses and workshops are advertised with members and on social media where appropriate.  


	Coproduction
	· Work alongside the Delivery and Development Manager to seek input from Bipolar Scotland members on the development of new courses and workshops.
· Support opportunities for people with lived experience of bipolar to contribute to the design and development of courses and workshops.


	Working with Others
	· Co-deliver courses and workshops with another member of staff or volunteer.
· Support the recruitment of volunteers with lived experience. 
· Use knowledge and experience to contribute to the update of existing training and the development of new training courses.
· Help to promote Bipolar Scotland training courses by engaging with members and external organisations and groups.


	General
	· Comply with Bipolar Scotland Policy, Procedures and practice guidelines in relation to safeguarding, Adult & Child Protection, GDPR, Professional Boundaries & Ethical Practice, H&S audits and risk assessments, Infection Control, Incident and Accident Management, and all other relevant policies. 
· Use of online video-conferencing platforms.
· Occasional evening and weekend working as required.
· Travel throughout Scotland will be required (within working hours wherever possible). 
· Bipolar Scotland is committed to ensuring a positive work/life balance for all staff and are open to discussing flexible working arrangements which accommodate family, carer and childcare responsibilities wherever possible.


	Other
	· Participate in team meetings and supervision sessions.
· Undertake any other task as reasonably expected by Line Manager.










Person Specification


	Knowledge


	· Considerable knowledge of bipolar and broader mental health and wellbeing, mental illness, recovery, stigma, treatment and support
· Knowledge of mental health, safeguarding, equality, human rights and other relevant legislation 
· Knowledge of evidence-based self-management tools and resources
· Knowledge of adult learning principles, effective training methods and group facilitation skills 


	Core skills
	· Passionate about supporting individuals to achieve their learning outcomes
· Confident in using online video-conferencing technology for training delivery 
· Confident in using a range of software including Word, Excel and PowerPoint
· Excellent planning and time management skills
· Excellent communication and interpersonal skills 
· Excellent research skills
· Excellent public speaking and presentation skills
· Able to adapt communication style as needed
· Able to manage own workload and prioritise effectively 
· Able to continuously role model Bipolar Scotland values and promote positive, inclusive culture


	Experience
	· ILM Train the Trainer accreditation (or other relevant training qualification / occupational experience) – essential
· Experience delivering training online and in-person – essential 
· Experience helping others meet learning outcomes – essential 
· Working collaboratively with colleagues – essential
· Knowledge of community education in a public health context – desirable
· Experience developing new training courses and/or workshops – desirable
· Experience working with and supporting volunteers – desirable 
· As travel is involved in this role, access to vehicle and full driving license – desirable 
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