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PART 1: JOB PROFILE

DEPARTMENT:
Operations
TEAM:
Learning and Development

JOB TITLE:
Learning and Development Manager 
LAST UPDATED:
 March 2019

1. MAIN PURPOSE OF JOB
· To help manage the Learning and Development function; evaluate current practices and make ongoing improvements to learning and development opportunities offered to volunteers and Central Office staff within the organisation.
· Lead on and deliver Learning and Development projects as determined by the business planning process and on an ad hoc basis.
· Responsible for the efficient planning and delivery of Samaritans volunteer face to face training programme.

· Responsible for developing new learning and development opportunities for volunteers, utilising our Virtual Learning Environment and other appropriate methods to deliver eLearning, curated resources, and live online learning.

· Contribute to the creation of the Samaritans Learning and Development Strategy and ensuring that consistent high-quality learning opportunities and resources are available to meet the needs of the organisation. 
2. POSITION IN ORGANISATION
· Reports to the Head of Learning and Development.

· Liaises and works closely with key stakeholders at all levels within the organisation in the provision of learning and development opportunities, face to face training events and resource materials.

· Works with senior volunteers, branches and staff on L&D issues.
· Works closely with fellow team members to collaborate on projects focussed on regional and branch leadership teams as well as Central Office staff development. 
· Works collaboratively with other members of the L and D team and other Directorates on a range of organisational initiatives. 

· Takes active role in the day to day management of the L&D Team, including deputising for the Head of Learning and Development when required. 
3.
SCOPE OF JOB

· Undertake Learning and Development activities.
· Develop and implement organisation-wide learning initiatives including working with stakeholders and members of the L&D team to develop and implement relevant, effective management and leadership development and support for volunteers and Central Office staff across Samaritans.
· Work on projects to develop the skills and behaviours of volunteers and Central Office staff.
· Advance the Samaritans development offer by creating new eLearning, digital learning, curated resources and training materials for face to face training in line with trends and demand.
· Deliver training and facilitate events when required.
· Work with the Functional Lead to co-ordinate and develop regional training.
· Advise on and evaluate L&D initiatives.
· Maintain and develop L&D materials and other learning resources.
· Other general duties of a Samaritans staff member.
3. DIMENSIONS AND LIMITS OF AUTHORITY
· Manage budgets related to projects.

· Develop the Learning and Development strategy in conjunction with the Head of Learning and Development.

4. QUALIFICATIONS
· Degree level or equivalent professional experience.

· Professional training/educational qualification (CIPD preferred).

5. SKILLS, KNOWLEDGE AND EXPERIENCE
· Experience of writing training material, developing training events and delivering training to groups of various sizes and abilities.
· A good knowledge of structuring blended learning programmes.
· Experience of maintaining a virtual learning environment and developing resources to support learning on demand, such as eLearning and curated resources.
· Experience of managing and developing staff.
· Excellent diagnostic skills, able to ask relevant questions and identify appropriate responses to identified learning and development needs.
· Experience of advising volunteers and/ or staff on learning and development issues.
· Experience of analysis, evaluation and implementing continuous improvement.
· Excellent interpersonal and people management skills, with the ability to exercise tact and diplomacy and work collaboratively to achieve goals.
· Excellent written and verbal communications skills.
· Excellent IT Skills.
· Project management skills to manage projects on time and to budget achieving intended outcomes.
· Ability to manage risk and ensure achievement of objectives within financial and other constraints.
· Experience of working across different locations (UK and Republic of Ireland) with dispersed teams of volunteers or staff (desirable).
· Experience as a Samaritan volunteer and Samaritan training (desirable).
· Experience of working with, or managing, volunteers - in either a paid or voluntary capacity (desirable).


6. PERSONAL ATTRIBUTES 
· Ability to build relationships, negotiate, engage and influence others.
· Willingness to try new approaches, experiment and encourage others to do the same.
· A calm and confident manner.
· A high degree of accuracy and attention to detail.
· A positive, problem solving approach to obstacles.
· Flexible in approach and with regard to travel and some weekend working.
· The ability to understand and to work effectively within the special nature of the Samaritans volunteer environment.
· Commitment to inclusiveness and diversity and its relevance to Samaritans work.
PART 2: DUTIES & KEY RESPONSIBILITIES

Take a leadership role within the Learning and Development Team 
· Ensures spending is agreed and within the L&D budget.  Provides recommendations to the Head of Learning and Development during budgeting and rephasing periods. 
· Supports and helps develop junior members of the L&D team.

· Deputise for the Head of L&D when required.
· Responsible for ensuring that L&D enquiries are dealt with appropriately and within agreed timescales.
· Produces monthly, quarterly and annual information and reports, as and when required.
· Produces reports and recommendations to senior management and Trustees as and when required.
Develop and implement organisation wide Learning and Development Programmes for volunteers and Central Office Staff
· In conjunction with the Head of L&D contributes to the development of operational and strategic plans for the learning and development function within Samaritans.
· Produce yearly central training programme, including centrally held events such as New Directors School. 
· Leads on the development and planning of the Samaritans LMS content. 
· Works with Volunteer Management to select planning teams and steering groups as required, ensuring planning meetings are organised and actions are taken forward.
· Ensures effective presentation of events, liaise with and brief guest speakers.
· Attend, input into and oversee the content of training events, sometimes in unfamiliar venues and entailing involvement late into the evenings and weekend working.
· Designs and authors eLearning and blended learning solutions, and manage external contractors carrying out this function.
· Researches and develops new approaches to L&D.
· Keeps up to date with training developments (in particular for volunteers) externally.
Co-ordinate and develop regional training
· Works with the Head of L&D and Functional Lead for Training to produce the agenda for, and agree content of Regional Training Officers meetings.
· Guides, advises and motivates Regional Training Officers and their regional teams in their provision of training for members of branches and attends and helps chair the RTO’s Meeting (3 weekends per year).
· When possible contributes to regional training events, conferences and meetings.
Advise on and evaluate volunteer and Central Office staff learning needs
· Researches and reports on volunteer learning needs; in particular monitors new demands on the service and recommends new training and L&D approaches to equip volunteers.
· Ensures that advice and materials are available to voluntary trainers and encourages good practice.
· Evaluates all aspects of L&D and adjusts future activities accordingly to ensure continual development.

· Advises Regional Trainers and Branch Trainers on the use of training materials.
Maintains training materials and other L&D resources
· Maintains L&D materials, ensuring they remain current and relevant.
· Liaises with Volunteer Training Officers and Events Co-ordinator to select venues for training events.
· Ensures our online resources – podcasts, videos etc, are appropriate and accessible. 
· When requested by Head of L&D or the operational plan responds to learning needs by producing materials.
· Ensures volunteer trainers are aware of and have access to materials.
· Ensures the quality and consistency of all centrally produced volunteer L&D material.
General duties of a Samaritans’ staff member 

· Contribute to the effective and efficient running of Samaritans Central Office as appropriate.

· Participate, as appropriate, in staff forums and meetings.
· Adhere to all Samaritans’ Polices and Procedures.
· Represent the Samaritans Central Office appropriately across the movement and Samaritans to the wider community as appropriate.
· Treat all colleagues, volunteers and members of the public with dignity and work within and adhere to Samaritans’ equal opportunities statement and polices.
· Carry out any reasonable requests made that are within the broad remit of the role.  
Signed by employee:________________________
Date: ​​​​​​​​​​​_______________________

This job description is a statement of requirements at the time of writing and is not contractual.  It should not be seen as precluding future changes after appointment to this role.

