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Post Title:	SHEQ Training Officer 
Grade:	F

Job Purpose

To promote the Council’s vision, values, aims, objectives, and priorities actively and effectively, putting our citizens first through the delivery of best value services.  

To deliver professional training and competency assessments for frontline staff within Resident Services that have been scoped by the SHEQ team, ensuring staff have the skills to perform their roles safely and effectively. 

The post holder will work with the SHEQ Team, Resident Services service teams, Corporate Safety Advisory Team and Development and Change teams to identify training opportunities  and will ensure all training is delivered to a high standard and offers value for money. 

The post holder will be responsible for co-ordinating and facilitating training events and vocational qualifications. This will include direct delivery, one to one support and direct candidate assessment against national qualification framework and induction standards
 Individual Leadership Expectations
[bookmark: _Hlk98166142]
As an Officer of the Council, you will be expected to demonstrate our core behaviours,
linked to the following four themes:

· Individual Leadership: by putting our citizens and customers first, delivering against your objectives, helping to set direction, and putting forward ideas for improvements.

· Equality Diversity & Inclusion: by ensuring we consider the needs of all NCC citizens in our work, show respect for others, upholding and adhering to the Council’s Code of Conduct. 

· Change & Innovation: by being creative, delivering change when needed, sharing problems, and helping to bring forward suggestions for improvements.

· Collaboration: by working well with others, identifying the needs of colleagues and others to deliver great services and by being a good communicator who works well with a range of audiences.

Specific Duties  

1. A SHEQ training officer role includes the technical and operational elements of the role specific to the service area they are supporting ensuring Knowledge and Understanding is delivered to a standard expected regards to Welfare & Safety.

2. To deliver a variety of training sessions to frontline staff in Resident Services, including training on Health and Safety, Driver CPC, work related tasks and use of tools, equipment and plant and basic behaviours and expectations.

3. To conduct Driver Assessments with all drivers in Resident Services, including Large Goods Vehicles drivers.

4. To maintain accurate information for recording, evaluating, reporting, monitoring, audit and inspection purposes to support the requirements of the SHEQ team for the efficient management of information. 

5. To carry out competency assessments for frontline staff for work related tasks and use of tools, equipment and plant and basic behaviours and expectations. Ensuring this is planned and carried out, giving feedback, training, instruction and supervision to continue the level of competence needed.

6. To keep up to date with and support changes affecting the workforce through liaison and communication with others such as Managers, Team Leaders, and Employees. 

7. To work with the SHEQ Team and other stakeholders to contribute to the design, coordination and delivery of development programmes / opportunities and training events to the internal and external workforce, to meet the needs of the service and individuals.

8. To provide learning opportunities, mentoring and assessment to individuals and groups where required with identified learning needs.

9. To maintain up to date knowledge of key statutory requirements for CPD purposes and to comply with National Minimum Standards to ensure continuous professional development, with a particular focus on Driver Training, First Aid and Driver CPC.

10. To use a wide variety of presentation and training techniques to engage with and inform delegates and to make sure the techniques employed meet the needs of the delegates. 

11. To produce minor reports on the progress of the training plan for the management team and other stakeholders when requested and to work with the SHEQ Team to update the training plan and work with them to evaluate the training and monitor the progress of the trainees. 

12. To schedule training sessions, including the booking of venues, sending out invitations and working with the managers to allocate staff to sessions, and taking responsibility for ensuring all training rooms are ready with the correct equipment and training materials when required. 

13. To model the positive attitudes and behaviours indicated in the Council’s competency framework, and to comply with all the Council’s Policies and Procedures, including the Council’s Health and Safety Policy

Numbers and grades of any staff supervised by the post holder: 0








All staff are expected to abide by the obligations set out in the Information Security Policy, IT Acceptable Use Policy and Code of Conduct in order to uphold Nottingham City Council standards in relation to the creation, management, storage and transmission of information. Information must be treated in confidence and only be used for the purposes for which it has been gathered and should not be shared except where authorised to do so. It must not be used for personal gain or benefit, nor should it be passed on to third parties who might use it in such a way All staff are expected to uphold the City Council obligations in relation to current legislation including the Data Protection Act and Freedom of Information Act. 

This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.
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	Job title: SHEQ Training Officer 


	Areas of 
responsibility
	Requirements
	Measurement

	
	
	P
	A
	T
	I
	D

	Knowledge and experience
	
Experience of delivering training sessions to frontline staff and using a range of styles and methods to deliver key information and development.

Experience of designing, delivering and evaluating training activities and outcomes.
	
	
x



x

	
	
	

	
	Knowledge of Resident Services and the sections within, and understanding of sector statutory requirements and legislation.
	
	
x
	
	
	

	
	Experience of designing training sessions to achieve specific objectives. 
	
	x
	
	
	

	
	Experience of evaluating training sessions to ensure the training is meeting the need.
	
	x
	
	
	

	
	
	
	
	
	
	

	
	Experience of conducting competency assessments with the Council’s guidelines. 

	
	x
	
	
	

	Skills
	
	
	
	
	
	

	
	Excellent presentation skills.
	
	x
	
	
	

	
	Ability to turn information in to training packages which the audience can easily understand.
	
	x
	
	
	

	
	Comprehensive IT skills, including the use of Microsoft Word, Excel and PowerPoint.
	
	x
	
	
	

	
	Excellent organisational skills.
	
	x
	
	
	

	
	Ability to manage own workload.
	
	x
	
	
	

	
	Ability to undertake basic analysis of information and to produce reports.

Ability to establish monitoring systems for the continuous development of people and services.





	
	x


x
	
	
	

	Qualification
	
Recognised qualification/ accreditation and/or continued professional development relevant to the role.

	
	
x
	
	
	
x

	Communication
	
Ability to communicate effectively with people of different levels, and to motivate others.
	
	
x
	
	
	

	
	Ability to communicate effectively in a variety of means, including face-to-face, writing, telephone and email. 

Ability to build mutual confidence and respect and foster effective working relationship with all.

Understanding of and commitment to the Data Protection Act and confidentiality.

	
	x



x

x
	
	
	

	Work to promote mutual respect and good relations
	
An understanding of the City Council's Equality Scheme, a commitment to its implementation and application in employment and service delivery.

Ability to shape and adapt services to address corporate priorities and customer needs in response to feedback.

	
	
x



x
	
	
	

	Partnerships & Networks
	Ability to build strong relationships with colleagues at all levels of the organisation and its partners and to negotiate and influence effectively.

Ability to work with partners/ providers to deliver positive results.

Ability to work outside organisations, building partnerships and commercialisation of our product delivery. 

	
	

x

x

x
	
	
	

	Teamwork
	
Ability and aptitude to work with others as part of a team eg. Willingness to share information and be flexible in response to changing demands on self and others

	
	
x
	
	
	

	Information & Systems
	
Ability to use IT systems including excel, word, PowerPoint and database packages.

Ability to provide accurate information for reporting & monitoring purposes

	
	

x

x
	
	
	

	Organisation and Initiative
	
Able to take responsibility for identified areas of work through timely completion of work to a high quality, meeting agreed specifications.

Ability to work effectively within a highly pressurised environment, where priorities and deadlines are subject to change.

	
	
x



x
	
	
	

	Work related circumstances
	
Willingness to comply with the City Council's non-smoking policy.
	
	
x

	
	
	

	
	A personal commitment to own training and professional development.

Ability to provide a service to a diverse range of service-users, partner organisations, colleagues etc to promote good relations and equality.

Ability to work outside of normal office hours and travel outside council area if required.

	
	x


x


x
	
	
	

	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence
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