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JOB DESCRIPTION – TRAINING AND DEVELOPMENT MANAGER

Scottish Charity Number: SC029466
Company Number: 282309

Post Title:		Training and Development Manager

Part time post:  	35 hours per week

Annual Leave:	32 days per annum including public holidays. 

Line Managed by:	Senior Manager

Salary: 		£36,050.00 per annum

Location: 	Based at the Fife Carer’s Centre, 157 Commercial Street, Kirkcaldy, KY1 2NS but as part of normal work will be expected to travel throughout the local authority and beyond as appropriate

“A carer is a person who, without payment, helps and supports a relative, child, neighbour or friend who could not manage without their help due to age, frailty, addiction, disability or illness.”

Our vision is to ensure that unpaid carer’s throughout Fife are valued, recognised, and supported to have equal access to a good quality of life that is not prejudiced by their caring role. 

JOB PURPOSE:

To coordinate, promote and deliver high quality training for carer’s, carer groups and professionals.

To arrange and facilitate carer consultation groups.

To provide a person – centred ed information service for carer’s and professionals.

To develop and assist the Carer’s Centre with effective outreach work, PR and promotion, media work and with initiatives to raise carer awareness with professionals and the public.

To develop and assist the management team with the personal development and training of FCC staff.

To assist with the effective running and development of the Fife Carer’s Centre.

Our Values: 

Carer Centred – providing services that reflect the unique circumstances of everyone. 

Empathy – to accept and work alongside all those with whom we come in contact without prejudice or judgement.
 
Enabling – people to identify and develop solutions to their problems.

Integrity – to be honest and objective in everything we do and communicate openly and honestly.

Quality – to constantly improve the quality of the service we provide, through seeking and responding to the views of those with whom we work. 

CORE TASKS		

1. Training and Development

[bookmark: _Hlk159859205]The Training and Development Manager is responsible for:

· The strategic and practical development of training and information for carer’s, professionals, and staff.

· To explore and source appropriate alternative training solutions.

· The management and updating of the Carer Centre’s training material and information base ensuring the information is relevant, accurate, and available in appropriate formats.

· The development of publications – this includes planning and producing news bulletins, leaflets, posters, and other information.  It also includes the effective distribution and dissemination of this information.

· To oversee and manage the centre’s website and social media profiles.

· To implement and develop the centre’s Intranet.

· To increase and develop the service in Northeast Fife with emphasis on the Dolphin Centre, Tayport

2. Information Service for Carer’s and Professionals

The Training and Development Manager has shared responsibility for:

· Providing a sensitive, person-centred and trauma informed information service for carer’s and professionals via telephone contact, online, visits to the Carer’s Centre and appropriate outreach work.

3. Service Promotion

The Training and Development Manager has shared responsibility with other staff members to project the Fife Carer’s Centre to carer’s, the public and to existing and potential partner agencies.  
This could include:

· Training, presentations and networking with NHS, social work, voluntary agencies, employers, and such other partners as are identified by the Fife Carer’s Centre.

· The promotion of the Fife Carer’s Centre’s services – to carer’s, appropriate agencies including employers, through the press and media, and through a variety of initiatives targeting hidden carer’s.

· Connecting with GP practices to improve the recognition and support of carer’s.

· Developing links with carer’s, carer groups, and appropriate voluntary, statutory and private agencies.

· Actively participating in appropriate networks to benefit the work of the Carer’s Centre.

· Through contact with other agencies ensuring that Fife Carer’s Centre’s information service complements information offered by other agencies.

4. 	FINANCE

As part of the senior management team, participating in fund development.

5. Quality Assurance

The Training and Development Manager has shared responsibility to work to strict quality assurance guidelines, assisting Fife Carer’s Centre with the continuous development of quality standards and with the implementation of appropriate quality action plans.

6. Other responsibilities

The Training and Development Manager will also be expected to carry out minor and non-recurring duties as arise from time to time, and to help cover Carer Centre duties as part of a team.

[bookmark: _Hlk160023599]This position is a new position within the organisation and as such will be subject to regular review and will evolve to fit the requirements of the service.

This appointment is subject to a six-month probationary period.

All employees are expected to read and abide by the organisation’s Policies and Procedures.
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