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TLC: Talk, Listen, Change

Role Profile

Job Title:  	Training Officer

Salary: 	 	Grade 4: £27,784 – £33,509 per year FTE based on 37 hours per week
		Annual Continuous Professional Development allowance
		Generous annual leave entitlement
		Birthday leave.

Hours: 		21 Hours per week
	
Contract:	Permanent 

Locations:	We value the importance of flexible working. Our services are a hybrid of online and in person delivery and therefore this role will include travelling to locations within Greater Manchester and wider to deliver face to face sessions. The role will be a mixture of co-location / working from home or in our office, Trafford House, Chester Road Manchester, M32 0RS. We also value the importance of human connection so offer the flexibility to book working space in Trafford House. There will also be a requirement to travel across Greater Manchester and sometimes wider. 

Accountability:   Practice Learning and Development Lead

Job Purpose: 

The Training Officer champions TLC’s values by creating learning experiences that are inclusive, empowering, and rooted in respect for the diverse communities the organisation serves. They design and deliver training that not only builds skills but nurtures confidence, wellbeing, and a culture of continuous growth. With a commitment to quality and integrity, they ensure all programmes are accessible, evidence informed and aligned with organisational priorities. Their work strengthens staff development, supports meaningful partnerships, and contributes to sustainable impact through thoughtful collaboration and responsible use of resources. By engaging openly with colleagues, partners, and the wider community, the Training Officer helps elevate TLC’s mission and promotes learning as a powerful tool for positive change.




This post is subject to an Enhanced DBS Check













Key Responsibilities:

1. Training and Development
· Collaborate with Learning and Development Lead and Practice Team to ensure training programs are inclusive, accessible, and responsive to the needs of diverse communities.
· Use adult learning principles to design and deliver creative, innovative, and bespoke training solutions aligned with local demand, strategic priorities, and funding requirements. 
· Will deliver training through online learning systems, including learning management systems (LMS), virtual training tools, and e-learning platforms.
· Develop and apply robust quality assurance and evaluation processes for all training activities. Collect feedback, analyse outcomes, and implement improvements where required.
· Deliver both internal and external training sessions across TLC subject areas.
· Coordinate and facilitate job specific inductions for new starters, ensuring all staff receive ongoing professional development in line with the TLC training plan.
· Apply coaching and training expertise to support internal staff development and wellbeing.
· Work alongside Learning and Development Lead and Practice Teams to manage the online learning system, maintaining accurate and up to date records of mandatory and CPD training.
· Identify, design, and implement appropriate training programs in collaboration with internal stakeholders and external training providers.
· Partner with the Head of Practice and Safeguarding, as well as the Marketing Team, to ensure clear and effective communication around all internal and external training programs.

2. Income Generation
· Support the Learning and Development Lead to collaborate with TLC’s Development Team to identify and apply for funding opportunities to expand and enhance training services.
· Following successful funding applications, plan, deliver, and monitor training programs in line with funding agreements and outcomes.

3. Quality Assurance
· Support the Head of Practice and Safeguarding, and the Learning and Development Lead, in maintaining high quality standards and compliance with accreditation frameworks.
· Contribute to achieving and maintaining accredited quality awards through ongoing monitoring, review, and implementation of quality action plans.
· Work with the Operations Team to collect and analyse customer feedback and reviews, using insights to support continuous improvement, funding applications, and marketing initiatives.
· Support the Learning and Development Lead in ensuring all policies, procedures, and training materials are in place to support staff, volunteers, and placements, including induction and ongoing learning.

4. Partnership and Community Engagement
· Represent TLC at partnership meetings and events to promote training and development services.
· Support the Marketing and Communications Team in promoting services, sharing information, and engaging the local community through social media and other communication channels.
· Actively contribute to raising the profile of TLC through collaboration, partnership working, and effective promotion of training opportunities.


General 

Partake in evening and weekend work as required. 
Support the designated safeguarding lead to ensure all staff, volunteers, trustees and students at
TLC understand that safeguarding is everyone's responsibility. Ensure adherence to policies mandatory training, reporting concerns, and compliance to protect children and adults at risk.




Person Specification

	ATTRIBUTES
	ESSENTIAL
	DESIREABLE

	Relevant
Experience
	· A strong track record of facilitating training, workshops and/or seminars to professionals.
· Facilitation of both online and in-person training sessions 
· Using learning management systems (LMS) and other digital training tools to administer, track, and evaluate learning.
· Quality assurance and evaluation, including collecting feedback, analysing outcomes, and improving training based on evidence.
· Developing training materials and resources, such as e‑learning modules, handbooks, and session plans.

	· Contributing to funded projects, including delivering training aligned with grant requirements or reporting outcomes.
· Supporting staff development, such as coaching, mentoring, or leading inductions for new starters.
Working collaboratively across teams, especially with L&D, safeguarding, operations, or community facing teams.
· Engaging with external partners, such as training providers, funders, community organisations, or sector networks.


	
	Essential                                                                    Desirable 

	Education, Training and Knowledge 
	
· A comprehensive understanding of online learning systems
· A good understanding of Safeguarding 
· A good understanding of domestic abuse, behaviour change and behaviour intervention practices. 
· A strong understanding of assessment, evaluation and goals monitoring.  





	
Undergraduate degree in Education, Social Sciences, Community Development or another related field
Specialist sector relevant training, such as safeguarding, mental health, community engagement, or trauma informed practice.
· Level 3 Learning & Development Practitioner qualification (CIPD or equivalent)
· Coaching Skills 






	Skills and Abilities
	Ability and willingness to work independently and as part of a team. 

Proficient in the administration and delivery of training through online learning systems, including learning management systems (LMS), virtual training tools, and e-learning platforms.

Good relationship management with regard to multi-agency work that incorporates sensitivity, responsiveness and attention to the promotion of congruent and effective partnership working. 

IT skills, including use of Microsoft Office. 

Hold a relevant degree, a vocational qualification or equivalent experience. 

Support and guide your service users, and have excellent advisory, negotiation & persuasive skills. 

Empathy 

Have excellent conflict and crisis management skills and the ability to deal with stressful and difficult situations. 

Have excellent interpersonal skills. 

Ability to lead and facilitate discussions to achieve a positive outcome. 

Excellent networking skills and the ability to develop strong working relationships with other agencies. 

Reflection and self-awareness. 


	Personal Attributes and other factors
	Have confidence in their own ability to make decisions. 

An ability to work collaboratively as part of a team; whilst also having the initiative to
work independently as necessary

Excellent communication skills (both written and oral). 

Belief in perpetrator behaviour change. 

A comprehensive understanding of risk. 

Range of experience in domestic abuse sector. 

Capacity to manage raw emotions including conflict, challenge and trauma. 
Proactive and self-motivated. 
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