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Training Support Officer, January 2025
Job Description

Job Title:  		Training Support Officer
Contract:	12 hours per week worked on Monday, Tuesday (morning) and Thursday (afternoon). There may be potential to take on further hours in the future, by mutual agreement.
Responsible to: 	Lived Experience & Training Lead
Responsible for:	No line reports
Salary Range:	£22,977 rising to £24,584 Full Time Equivalent annual– pro rata monthly salary is £642.71 rising to £687.66. 
Location: 	The post is home-based (in Scotland) and will require a good remote working set-up in a private space.  Into Work will provide the postholder with a laptop, access to IT support and other necessary IT equipment.  The post will require in-person attendance of Into Work staff meetings and events in Edinburgh (approximately monthly).  The post may also require occasional travel to Scottish Central Belt venues for events and scoping visits.

The postholder will join a team whose vision is:

· A world where disabled people, neurodivergent people and those with long-term health conditions have equal opportunity to take up employment and receive fair treatment in work.

We help the people who come to us secure meaningful, paid and sustainable employment by:
· Working with, and supporting, jobseekers, employees and employers.
· Working in partnership with funders and other organisations to effect positive change.
· Developing and using models of good practice in our everyday work. 

Job description:
The role will involve providing essential organisation, administrative and coordination support to our Training and Consultancy team (currently 3 Trainers and a Training Lead).  The postholder will also be the main contact for neurodivergent people interested in joining a course or themed session and for enquiries about upcoming courses and bespoke employer training we can offer.

The team provides an expanding portfolio of lived experience-led online and in-person training and support for employers.  Much of the training we deliver is bespoke, designed to meet the needs of individual employers or work teams.  The team also run courses and themed sessions for autistic job-seekers and employees under our grant funded ‘Aut Support Works’ project.

The Training Support Officer role presents an opportunity to join this enthusiastic and dedicated team at an exciting time of growth and innovation.  Our focus is on delivering high quality, lived experience-based training and support which makes a real difference to disabled and neurodivergent employees and their employers.  Our aim is to make work environments more inclusive and to increase work and career progression opportunities for neurodivergent and disabled employees.  We are constantly reaching out to new employers and developing and adapting our training and support offer to meet employers’ and employees’ needs.

The post provides an opportunity for a skilled individual to play a key role in improving and designing effective systems for an expanding service.


Training Support Responsibilities

· Overall coordination of training and consultancy schedule, diary management.
· Liaising with training team, commissioners of training and participants.
· Setting-up Teams and Zoom links and sending out time-sensitive pre-training information and post-training follow-ups.
· Managing training bookings (participants, venues, room set-up, communications etc).
· Collating all training data and information for both smooth running of the service and for evaluation and reporting to our funders.
· Responding to training enquiries promptly and managing the training inbox.
· Working with the team and Marketing and Communications Officer to ensure effective marketing and communication of our training offer.
· Working with our Marketing and Communications Officer to manage and update training and events pages on the Into Work website.
· Producing a short quarterly training newsletter.
· Managing and growing our training contacts database, in line with GDPR.
· Managing invoices, co-ordinating with Into Work finance staff.
· Developing existing administrative systems to support growth of training and consultancy.

General Responsibilities: 
· Promoting and undertaking all work activities in line with Into Work’s values. 
· Attending and contributing to team and organisational meetings as required. 
· Taking minutes at meetings when required. 
· Complying with Into Work policies and practices, following procedures as required. 


Other: 
You will be expected to perform different tasks as necessitated by the needs of the business.  
The particular duties and responsibilities attached to the role may also be varied without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and would not themselves justify reconsideration of the pay scale.  As a result of such variations, it may be necessary to update this job description from time to time. 


Person Specification

	Essential Skills:
	Desirable Skills:

	Experience of taking a lead role in day-to-day coordination of remote or in-person training and/or event organising.

	Good working knowledge of: Zoom, Teams, mail merges, MS Forms, PowerPoint, Salesforce.

	Ability to manage bookings efficiently on multiple courses and training sessions.

	Good working knowledge of GDPR requirements.

	Ability to collate data and maintain training records.

	Experience of working with databases.

	Strong attention to detail and accuracy.
	Experience of successfully marketing courses and/or events.  


	Ability to plan work effectively and to keep track of and meet multiple deadlines.
	Experience of creating social media content to improve online presence and marketing.


	Ability to respond professionally via email, telephone or video call to client requests and to decide when to refer to work area Lead and/or Trainers for their input.

	Experience of processing invoices.

	Ability to work independently with light touch supervision.
	An understanding of employment issues for disabled and neurodivergent people, and those with a long-term health condition.


	Ability to work effectively within a busy, small remote-working team.

	An understanding of the social model of disability and of the importance of lived experience.

	Ability to communicate clearly and appropriately in writing and verbally with people from diverse backgrounds.

	Ability to create engaging marketing and news contents for a professional audience.


	Strong Word, Outlook, Excel skills.

	Experience of working in the Third sector.

	Commitment to Into Work’s aims and values.
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