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Job Description
Date:


March 2017
Job title:
Skills Development Officer 
Responsible to:
Skills Development Coordinator
Status of Post:
Full-time, fixed term contract for 12 months (extension subject to demand) 
Salary: 
Salary equivalent NICVA scale G, NJC points 29 - 31 (£25,694 - £27,394). (Candidates will normally be appointed at the first point on the scale.)
Key working relationships: Skills Development Coordinator, Head of Organisational Development, Finance Manager, HR Manager, Information Officer and other NICVA staff. 
Summary of main responsibilities:

· To design and develop training sessions and accredited courses.
· To deliver training, one to one consultancy and support. 

· To assess candidates’ work across a variety of accredited training programmes.
· To prepare candidates work in advance of External Quality Assurance visits.
· To maintain the accreditation process and records for accreditation.
· To provide effective administrative records for NICVA’s training and skills development.
Specific duties:
General training and support

1.
To develop, design and tailor training materials for provision of training courses and bespoke programmes.

2.
To deliver training and support sessions as required.

3.
To follow agreed procedures for all training including evaluation processes.

4.
To develop new resources and programmes of training in response to demand.
Accreditation and administration

1. To maintain administrative records for NICVA’s training and development function on CRM database.

2. To maintain administrative records for accreditation.

3. To maintain accurate and timely monitoring returns as required.

4. To follow accreditation processes for all accredited courses.
5. To assess and internally moderate candidates work. 

6. To liaise with awarding organisations 
Other Duties
1. To undertake such other reasonable duties as NICVA may from time to time require.

2. To contribute to the promotion of NICVA.

Personnel Specification
Job title:
Skills Development Officer
Qualifications and experience
Essential
1. Two years’ experience of designing and delivering training.
2. Experience of developing innovative training courses/programmes to suit different learner requirements.
3. Experience of assessing against training standards.
4. Experience of administration processes associated with awarding organisations.
5. Excellent IT skills including working experience of Microsoft Office, internet and email. 
6. Experience of delivering leadership and management training programmes.

Desirable:
7. Professional training qualification (level three or above)
8. Professional assessor qualification.
9. Experience of quality assurance systems and procedures.
Skills and competencies:

Essential
1. Excellent organisational skills to include the ability to organise workload to achieve agreed targets, maintain records and carry out evaluation procedures.
2. Excellent communication skills both oral and written and the ability to adjust the style and content of communication to meet internal and external needs, for example delivering training/presentations different audiences, NICVA websites and publications.
3. Ability to build good working relationships with individuals and organisations and to work effectively as a team member.
4. Excellent administration skills including a high level of attention to detail and accuracy.
Other Requirements
Essential
1. An interest and understanding of the voluntary and community sector in Northern Ireland.
2. Ability to work within the mission, vision and values of NICVA.
3. Ability to work flexible hours as demanded by the job. Occasional travel is a requirement of the post. The successful applicant should expect to travel throughout Northern Ireland and therefore access to transport for work purposes to allow the post holder to meet the travel requirements of the post is essential. 
4. Committed to NICVA’s Equal Opportunities Policy.
5. To ensure the appropriate business car insurance is in place if the successful candidate claims mileage expenses and uses their own vehicle for work purposes.

Assessment Method – Skills Development Officer – March 2017
	Criteria
	Essential/Desirable
	Method of Assessment

	Experience and qualifications
1. Two years’ experience of designing and delivering training.
2. Experience of developing innovative training courses/programmes to suit different learner requirements.

3. Experience of assessing against training standards.

4. Experience of administration processes associated with awarding organisations.
5. Excellent IT skills including working experience of Microsoft Office, internet and email. 
6. Experience of delivering leadership and management training programmes.
7. Professional training qualification (level three or above).
8. Professional assessor qualification.
9. Experience of quality assurance systems and procedures.

	Essential

Essential

Essential
Essential

Essential

Essential
Desirable

Desirable

Desirable
	Shortlisting, pre-interview task and interview
Shortlisting, pre-interview task and interview
Shortlisting and pre-interview task
Shortlisting and interview
Shortlisting and interview
Shortlisting and pre-interview task
Shortlisting (verification of qualifications)
Shortlisting (verification of qualifications)
Shortlisting and interview

	Skills and competencies
1 Excellent organisational skills to include the ability to organise workload to achieve agreed targets, maintain records and carry out evaluation procedures.
2 Excellent communication skills both oral and written and the ability to adjust the style and content of communication to meet internal and external needs, for example delivering training/presentations different audiences, NICVA websites and publications.
3 Ability to build good working relationships with individuals and organisations and to work effectively as a team member.
4 Excellent administration skills including a high level of attention to detail and accuracy.


	Essential

Essential
Essential

Essential
	Interview
Application form content, pre-interview task and interview
Interview

Shortlisting and interview 

	Other requirements
1. An interest and understanding of the voluntary and community sector in Northern Ireland.
2. Ability to work within the mission, vision and values of NICVA.
3. Ability to work flexible hours as demanded by the job. Occasional travel is a requirement of the post. The successful applicant should expect to travel throughout Northern Ireland and therefore access to transport for work purposes to allow the post holder to meet the travel requirements of the post is essential. 
4. Committed to NICVA’s Equal Opportunities Policy.

	Essential

Essential

Essential
Essential
	Shortlisting
Interview
Shortlisting
Shortlisting
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