  




PERSONNEL SPECIFICATION
Training and Learning Officer
	Criteria
	Essential
	Desirable

	Qualifications 

	
	

	A 3rd level qualification in a relevant discipline, 
and an accredited qualification in Training and Development or Adult Education and Training

or 
A good standard of education and demonstrable experience in training, facilitation and learning development with proven ability to develop, deliver and evaluate in-person, online, and eLearning training, for groups and individuals.
	Essential
	

	Qualification in digital learning design, or information management
Qualification in Community Development, Health Promotion, Youth and Community Work

	
	Desirable


	Experience
	
	

	Proven experience in the design and delivery of learning and training via a range of methods such as digital eLearning, online and face-to-face, within community, workplace, or health and social settings
	Essential
	

	Key skills
	
	

	Strong teamworking skills and the ability to collaborate across teams and with external partners, to support continuous learning and project delivery
	Essential
	

	Effective communication, public speaking and multimedia presentation skills, connecting and engaging effectively with participants to create a positive learning environment
	Essential
	

	Good writing and analytical skills with the ability to produce complex or technical information into practical, usable training resources
	Essential
	

	Strong project planning, co-ordination and time management skills, to manage training schedules effectively and meet deadlines and budgets
	Essential
	

	Excellent interpersonal and relationship building skills, with the ability to work with people at all levels in a diverse range of external organisations
	Essential
	



	Experience working within the community and voluntary, health and social sectors or NGO membership networks

	
	Desirable

	Knowledge and attributes

	
	

	Knowledge of applying adult learning and health literacy principles to training that recognises and values people’s experiences 
	Essential
	

	A caring, compassionate and non-judgemental attitude, bringing diversity, inclusion and equity into the design and delivery of adult learning and training
	Essential
	

	Knowledge and experience of conducting a training needs analysis, setting clear objectives and goals and developing effective training plans 
	Essential
	

	Familiarity with information and content management best practice, hands on experience in curating and maintaining digital LMS platforms, knowledge and resource hubs like Moodle/Talent LMS or similar
	
	Desirable

	Data and Evaluation: Competence in collecting and analysing training feedback and usage data, reporting on outcomes to inform improvements
	
	Desirable

	A good grasp of the current public policies and current evidence aimed at improving people’s social conditions and overall wellbeing 
	
	Desirable

	Technical skills

	
	

	Strong IT skills including sound knowledge of Microsoft Office, Salesforce CRM administration, willingness to learn new systems in learning management and eLearning, digital course design 
	Essential
	

	Skills in virtual facilitation on Zoom and MS Teams and promoting digital engagement technologies e.g mentimeter 
	Essential 
	

	Competence using a wide variety of digital tools to build and produce interactive e-Learning content using authoring tools like Articulate Rise/ Storyline
	
	Desirable 

	Other

	
	

	A commitment to CDHN’s purpose and community development values of equality, anti-discrimination and anti-racism, social justice, inclusion, participation and community empowerment 
	Essential
	

	A problem-solving mindset with a flexible and proactive approach to work. 
	Essential
	

	Be willing to travel and access to a form of transport that will allow the post holder to fulfil the job’s travel requirements
	Essential
	

	Self-motivated with a passion for learning development and the commitment to reflecting on and improving on your own knowledge and skills
	Essential 
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