CITIZENS ADVICE SCOTLAND

JOB DESCRIPTION


JOB DETAILS 

	Job Title


	CASTLE Training Officer (temporary)

	Section


	IT team

	Location


	Edinburgh

	Reports To


	Electronic Case Recording Manager


BACKGROUND

	General


	

	Staff


	No staff management responsibility

	Budget


	No budget management responsibility


JOB PURPOSE

	To work within the CASTLE project team and in liaison with the training team to produce and deliver learning opportunities to ensure all CASTLE users are able to use the new version of the electronic case recording system on go live date as required and as identified in an implementation plan.



KEY ACCOUNTABILITIES

	1.    Prepare a tutor pack and deliver face to face training sessions to CASTLE champions from bureaux for them to cascade in-house to all users. 
2.    Prepare user manuals for each CASTLE function as identified in the training implementation plan.
3.
Plan and deliver webinars for each user group.
4.
Evaluate each training intervention and make adjustments to future provision to ensure effectiveness. 



AUTHORITIES AND LIMITATIONS

	1. Exercise professional judgement within the overall framework of training policies and procedures 

2. Manage and prioritise workload and calendar in conjunction with colleagues
3. If priorities unclear, refer to manager
4. Manage and prioritise work within the overall needs of the service. 



PROBLEM SOLVING


	1. Analyse and identify key learning points for  the identified user groups.
2. Creative approach to problem solving
3. Contribute to identification of most effective approach to meet identified training needs, taking into account resources and timescales, with guidance / authorisation from line manager.
4. Contribute to identification and development of most appropriate design of training materials including depth and extent of content required

5. Outcome of actions normally apparent in weeks to months

6. Analyse and identify any risks and issues that will have impact on the success of outcomes.


PERSON SPECIFICATION

	Qualifications and Attainments

	1. A recognised training qualification (e.g. CIPD CTP or SVQ Level 3 in Learning and Development) is desirable


	Knowledge and Experience

	Essential: 
1. Experience of training design, delivery, presentations, group work and evaluation
2. Ability to deal effectively with unanticipated situations and problems
3. Experience of identifying and meeting training needs of various groups of people in differing circumstances and in a variety of formats
4. Experience planning and prioritising project work, and coordinating others to meet agreed targets

5. Experience of working within established quality standards 

6. Good level of IT literacy, particularly Word, PowerPoint, Outlook and internet
7. Experience working on own initiative and managing own workload, via effective planning and organising
8. Experience of  working as part of a team

Desirable:

1. Experience of designing and delivering webinars


	Additional Requirements

	1. Ability to address diplomatically the various needs of the service, bureaux management, volunteers and external stakeholders
2. Ability to travel throughout Scotland (overnight stays may be required), approximately six to eight times a year 



