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Post advertised is open to women only.  For this post being a woman is a genuine occupational requirement in accordance with Article 10 (2) (e) of the Sex Discrimination NI Order 1976 (as amended).  In order to comply with the Safeguarding Vulnerable Groups (Northern Ireland) Order 2007 Women’s Aid Federation Northern Ireland is required to explore the successful candidate’s suitability to work with vulnerable adults and children through ACCESS NI pre-employment screening.  
	JOB DESCRIPTION:
	Training Coordinator

	
	

	RESPONSIBLE TO:
	Training/Ask Me Project Manager

	
	

	LOCATION:
	Women’s Aid Federation Northern Ireland Regional Office, Belfast

	
	

	HOURS:
	20 Hours

	
	

	SALARY:
	Point 18-20, £18,070 - £19,430 (pro rata)

	
	

	Aim of post:
	To work as part of the federation team to support all aspects of the smooth running of the training department

	
	

	KEY RESPONSIBILITIES:
	

	

	· Provide and maintain secretarial and administrative support services to the Training/Ask Me Project Manager, i.e. word processing, photocopying, filing, record keeping, and mailing.


	· To assist with customer account management including pre-course quotation and invoicing.


	· To assist with the management of course bookings and diary allocations for trainers 

	· To maintain the Federation training databases and ensure confidentiality and compliance with GDPR at all times

 

	

	

	

	SPECIFIC DUTIES

	
	

	1.0
	GENERAL DUTIES 

	
	

	
	1.1 To ensure all training inquiries are dealt with swiftly and effectively, conveying messages to the Training/Ask Me Project Manager as appropriate

	
	

	
	1.2 To ensure the smooth running of the desk diary for the Training Department

	
	


	
	

	2.0
	ADMINISTRATIVE DUTIES 

	
	

	
	2.1 Provide word processing support (e.g. memos, letters, reports, minutes, etc) accurately and within timescales.   

	
	

	
	2.2 Provide minute/action recording and transcribing for Training Department meetings.  

	
	

	
	2.3 Ensure all photocopying is completed to meet required deadlines.  

	
	

	
	2.4 Assist with maintaining and updating appropriate record keeping systems.  

	
	

	
	2.5 Deal with general queries by phone, letter, email, fax or otherwise and refer such queries to appropriate staff when necessary.  

	
	

	
	2.6 Ensure that training quotes, contracts & invoices are appropriately processed and filed

	
	

	
	2.7 Maintain a register of trainers & training agencies relevant to domestic violence policy & service provision

	
	

	
	2.8 Maintain up-to-date resource lists on venues and accommodation for events and conferences

	
	

	
	2.9 Maintain the training section of the website

	
	

	3.0
	TRAINING COURSE FACILITATION

	
	

	
	3.1 To support the Training/Ask Me Project Manager with the booking and organising of training rooms hires for delivery of our courses

	
	

	
	3.2 To liaise with the point of contact at each venue to ensure the smooth running of all of our training days

	
	

	
	3.3 Ensure accurate handling of booking confirmations and delegate joining instructions

	
	

	
	3.4 To assist our Freelance Trainers with their arrangements for using the training venue on the day of their course delivery  

	
	

	
	3.5 To ensure that all training course materials are ordered and prepared in advance of any training course delivery and relevant materials are sent in advance to the trainers and course participants where relevant

	
	

	4.0
	Support for meetings 

	
	

	
	4.1 Co-ordinate internal meeting / training room bookings. Ensuring room, catering and material requirements are met.

	
	

	
	4.2 Co-ordinate external meeting / training room bookings. Ensuring room, catering and material requirements are met.

	
	

	
	4.3 Maintain venue booking registration for both internal and external meetings.  

	
	

	
	4.4 Ensure efficient diary management for training department meetings

	
	

	
	

	
	

	6.0
	CONFIDENTIALITY & BEST PRACTICE

	
	

	
	6.1 To maintain a high level of confidentiality for all duties undertaken, adhering to best practice in data protection and GDPR

	
	

	
	6.2 To ensure that all duties undertaken are in accordance with child protection and vulnerable adults’ policies and best practice.

	
	

	
	6.3 To ensure that all work undertaken adheres to NI Women’s Aid Federation agreed policies and procedures within the organisational framework.

	
	

	7.0
	REPORTS AND MEETINGS

	
	

	
	7.1 To provide verbal and written reports as requested.

	
	

	
	7.2 Regularly attend team sessions.

	
	

	
	7.3 To be aware of your own training needs and to attend relevant training courses in consultation with your line manager.

	
	

	8.0
	FEDERATION ACTIVITIES

	
	

	
	8.1 To participate in strategic and operational meetings with colleagues from the Federation and Local Groups.  

	
	

	
	8.2 To participate in task groups which promote the work of the Federation as and when required.

	
	

	
	8.3 Ensure that the training department adheres to the Federation agreed policies and procedures and organisational frameworks.

	
	

	
	8.4 To ensure health and safety regulations are adhered to and that awareness of these issues is raised within the work place as appropriate.

	
	

	
	

	
	

	
	

	9.0
	ATTITUDES AND BEHAVIOUR

	
	

	
	9.1 Adhere to the ethos of Women's Aid displaying attitudes and behaviours appropriate to the organisation and respect the rights and responsibilities of others.

	
	

	10.0
	ANY OTHER TASKS

	
	

	
	10.1 Undertake other such reasonable duties as the Federation may from time to time require.

	
	

	
	This job description is not meant to be definitive and is open to modification to accommodate changing needs in the organisation and 

may entail carrying out other such duties as are consistent with the responsibilities of the role.
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