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Job Description: 
Post:				Training Officer 
[bookmark: _Hlk39730847]Hours:				17.5 hours per week
Salary:				OPFS Scale Point 19-23 £28,629 – £34,991 
				(pro rata £14,314.50 - £17,495.50)
Location:				Edinburgh 
Reports to: 			Wellbeing Manager
[bookmark: _Hlk132352349]Qualification Required: 	Relevant qualification HNC and above

The postholder will be expected to operate in line with our values which are: 

Justice, Equity, Trust, Collaboration and Compassion.
Overview
The Training Officer will assist in the implementation of the organisation’s innovative learning and development framework by developing and delivering a suite of training for OPFS people. 

Specific Duties Include
Ensuring training courses are researched, created and delivered to high standard, using the latest developments and technology. 
Monitoring and assessing the skill level of each member of staff within the organisation. 
Ensuring that all team members have the level of knowledge to perform at a high level. 

Ensuring each member of staff has an individual training plan and that plan is linked to their current and future job role and maintain a training plan linked to each job description. 
Maintaining knowledge of the latest developments within the knowledge areas the organisation addresses as well as the latest learning and development techniques. 
Researching and producing required outcomes and learning strategies required in each subject area of the organisation. 




Develop bespoke teaching materials needed to carry out individual job remits.

Develop interesting, thought provoking and challenging materials for staff to complete. 

Develop material over a variety of platforms. 

To take part in relevant conferences/events/seminars/presentations/workshops promoting the organisation to staff, stakeholders and partner organisations. 

Update and monitor the training calendar, ensuring an effective and full diet of learning. 

Assist with the scheduling and/or coordination of training sessions, booking and notifying all relevant parties 

Seek feedback on training from all levels of staff. Using the feedback to inform delivery changes in the future.

Maintain own qualifications in reference to training accreditations.
Behavioural Skills Requirements
Highly professional and reliable
Relevant professional experience or degree qualification 
Excellent communication skills 
Strong writing ability 
Self-Motivated 
Time management skills 
Ability to work collaboratively. 
At all times meet our values and vision 
Be Professional 
Be Innovative
Have Integrity
[bookmark: _Hlk130883304][bookmark: _Hlk130883318]Terms & Conditions
1. Period of appointment:   Fixed term to 31st March 2025. Confirmation of appointment is subject to satisfactory completion of a 3-month probationary period. Standard Disclosure Check and receipt of references.
2. Hours of work: 17.5 hours a week, days to be agreed with the Manager. 
3. [bookmark: _Hlk132352143]Salary:  Point 19 -23 £28,629 – £34,991 pro rata for 17.5 hours £14,314.50 - £17,495.50
4. Holidays: Holidays are 25 working days and 12 Public holidays which will be pro rata to reflect part time hours. 
5. Pension: You will be auto enrolled from your start date.  OPFS pays 3% of your salary and you pay a minimum of 7%. 
6. Training and support and supervision: You will receive induction training and frequent support in the first three months. Thereafter you will receive monthly individual support and supervision and annual appraisals. 
7. Equal Opportunities and Family Friendly Employment: OPFS aims to be an equal opportunity and family friendly employer. OPFS has Investors In People status. 
8. Recruitment Timetable: The closing date for applications is Monday 1st May at 12noon Please send completed applications to jobs@opfs.org.uk.


The role description is a broad picture of the post at the time of preparation. It is not an exhaustive list of all possible duties, and it is recognised that volunteering roles change and evolve over time.
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Staff Benefit
Introduction
Working for OPFS has some associated benefits which we would like to remind staff about.
Contracted colleagues
Pensions:
On appointment you will be automatically enrolled in the OPFS Pension Scheme with The Pensions Trust with a 3% contribution from you and 7% from OPFS.
All employers must put their workers into a pension scheme if they earn over £10,000 per year, are aged 22 or over and are under state pension age. This is the law, because the government wants to get more people to have another income in addition to the state pension when they retire
It is a money purchase scheme, which means that the money is invested in a pension fund and the final value of that fund will provide you with a pension when you retire.
You can apply to increase your contribution at any time after the completion of your probation.
You can opt out if you wish by filling in this form, but only after you have been enrolled.
If you do not meet the criteria for being joined automatically you can request to join by filling in this form.
If you request to join you will receive the same level of contribution from OPFS as other staff.
Holiday entitlement:
All full-time staff are entitled to 37 days paid holiday annually with part time staff entitled to a proportion of this allowance, based on hours of work. Entitlement is given to you in hours each year and the leave year runs from 1st January to 31st December. After 5 years’ service you are entitled to an extra 5 days’ holiday or a proportion of this if you are part time.

Long Service recognition:
Staff receive recognition for every five years’ service with OPFS commencing at 10yrs service. At each 5yr milestone you will be offered a choice of benefit as follows:
A cash payment (equivalent to a certain amount of cash after tax). This cash payment is a one-off benefit to be taken within that milestone year only. This payment is non- accumulative over subsequent years. The cash payment will be offered again at your next 5yr milestone as per the table below.
Or additional leave days. This leave is a one-off benefit to be taken within that milestone year only. This leave is non- accumulative over subsequent years. The leave benefit will be offered again at your next 5yr milestone as per the chart below.
	Year of Award
	Cash payment (£)
	Annual Leave (Days)
This is based on your contracted working day. Leave is pro-rata for part-time staff.

	Year 10 only
	100
	1

	Year 15 only
	150
	1.5

	Year 20 only
	200
	2

	Year 25 only
	250
	2.5



Sickness Pay:
We have a generous sick pay scheme as detailed below:
Staff absent from duty as a result of sickness are entitled in any one period of twelve months, starting from the first day of certifiable leave, to paid sick leave in accordance with the following table and the OPFS Sickness Absence Policy.
	Service at Commencement
	Full Allowance
	Half Allowance


	During 1st year
	1 month
	1 month

	During 2nd year
	2 months
	2 months

	During 3rd year
	4 months
	4 months

	During 4/5th year's
	5 months
	5 months

	After 5th year
	6 months
	6 months



Carers Leave:
Staff can request a total of 5 days’ carers leave within any leave year, pro rata for part time staff, to provide care for a dependent, such as your child, parent, spouse, partner, next of kin or nominated next of kin, in an emergency or to attend an appointment that requires their presence.
This includes:
Illness of anyone dependent on the employee where their situation requires the employee to look after them;
Unforeseeable breakdown of normal caring arrangements for any of the above (e.g. sick childminder, closure of school, nursery, day centre or other regular form of provision);
Accompaniment of a dependant to a GP, dentist, clinic, or hospital;
Attendance at appointments concerning the welfare and care of above (e.g., child guidance, making arrangements for resettlement of people in long-term sheltered accommodation/nursing home/psychiatric care etc.).
As with personal appointments, OPFS expects that if possible, these are made out with working hours but we recognise that sometimes this is not feasible. Requests for carers leave should be made to your manager in the first instance. If the need for providing care exceeds the carers leave allowance other arrangements may be made such as flexible working, reduced hours, or annual leave.

Emergency Leave:

Up to 5 days within any leave year for dealing with emergencies such as fire, flood, accident, victim of crime or other circumstances that require immediate attention. Discretion of managers.
Flexible Working:

OPFS recognises that staff should have a healthy work/life balance and may also have additional responsibilities, such as being a carer for a family member. All staff can request to carry out their job duties within a flexible working pattern which may be temporary or permanent. Employees wishing to work flexitime should discuss this with their manager in the first instance.
All Colleagues:
Lone Parent Helpline: Our helpline is available to any lone parent members of staff to use on a confidential basis.
Resources for single parents: The organisation produces a wide range of advice guides for single parents that are available through all our offices and which staff are also welcomed to use.
Death in Service Benefit: Death in service benefit of three times salary will be paid in the event of a staff member under the age of 70 dying whilst an OPFS employee. Please complete this form to advise of your expression of wish, or to replace an existing one.

Counselling Service:

Counselling and Coaching solutions provide a free counselling service for staff and their families and ex-employees is available on a confidential basis by contacting the counselling services direct on 0141-228-6250.
Leaflets are available in all OPFS premises.
Bike loans:
If a member of staff wants to travel to and from work, on all or some occasions, arrangements can be made to assist with financing this. Please ask the finance team for further information.
Season travel ticket loans:
Arrangements can be made, if necessary, to allow all staff to access cheaper travel through season tickets through a salary advance for the purpose. Please ask the finance team for further information.
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