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People Development Officer and System Administrator
Job Purpose

This position is responsible for supporting Together’s workforce as the People and Organisation Development Team embeds new performance approaches and an Human Resource Information System (iTrent). The post holder is positive about seeking a career in HR and L&D and will work closely with colleagues to organise a seamless and responsive service. This role enables meaningful learning opportunities for Together employees, which will equip them to provide excellent, service user-led services. 
Accountable to
L&D Manager 

Key Accountabilities/Tasks
You will efficiently carry-out L&D related tasks and iTrent administration. You will need to use your initiative to establish efficient processes, support and coach managers and provide timely responses to staff enquiries. 
Learning and Development Tasks 
· Provide timely responses to email and phone L&D enquiries, managing and prioritising effectively
· Advise and coach managers around processes, procedures, policies and iTrent information
· Monitor and ensure data accuracy of the interface between iTrent and our elearning system (ELFY)
· Manage and maintain strong relationships with training and elearning providers to resolve queries, agree development and secure best value for money
· Coordinate and respond to ELFY enquiries including; resetting courses, adjusting module allocations, login issues and team-data queries
· Conduct Learning Needs Analysis and arrange targeted local support for our services
· Schedule classroom courses with providers, venues, caterers and update iTrent
· Monitor and produce regular management information reports, around; mandatory classroom and elearning course completion, course bookings, attendance, cancellations, charges and appraisal data
· Analyse and provide narrative on management information reports
· Write promotional L&D articles for staff that can be shared via ebulletin

· Process attendees lists, cancellation charges and evaluation forms
· Email, print and send trainer packs, supporting information or training materials
· Set-up the National Office training room, meet and greet trainers and attendees, gathering feedback and producing service improvement reports to increase employee engagement
· Support trainers delivering at remote sites via phone and follow-up no-shows on the day of training
iTrent System Administration
· Act as an iTrent Administrator and be responsible for the effective configuration, operation and maintenance of the system as directed by HR/L&D Manager
· Undertake ad-hoc training on the system for staff in a classroom environment
· Set-up and manage users on iTrent
· Support iTrent users; staff, volunteers and web applicant users to navigate and interact with the system
· Produce user guides for all iTrent users
· Ensure iTrent data is accurate and perform data quality audits
· Liaise with iTrent provider to resolve system queries
· Update system templates, workflows and documents 
· Provide generalist support to the HR team as agreed with L&D Manager
General Administration
· Astute financial administration including; processing and signing-off invoices, handling, managing and reconciling company credit card
· Book meeting rooms internally or externally 
· Update department intranet pages 
· Participate in and support projects in the wider department
· Take meeting minutes
Person Specification
You will possess the essential criteria below and be aligned to our organisational values, all of which will be tested via the application and/or at interview. 
Together Values
Collaboration: achieving together, Choice: through involvement, Integrity: doing what we say, Resilience: never giving up on people and Continuous improvement: learning and evolving. 
Essential Criteria

	Experience and Personal and Technical skills 


	Application
	Interview

	Previous experience of ITrent systems administration
	(
	(

	Excellent interpersonal skills and the ability to communicate clearly and confidently with colleagues of all levels and external contacts
	(
	(

	Comfortable presenting information to groups
	
	(

	Experience of administration in a busy environment
	(
	

	Work diplomatically and assertively, and able to provide support to managers in coaching-oriented manner 
	(
	(

	Self-starter, able to prioritise workload, use initiative and work to deadlines
	(
	

	Demonstrate the ability to work unsupervised and maintain wellbeing when working under pressure to deliver against tight timescales
	(
	

	Commitment to excellent standards of customer satisfaction
	(
	

	Highly organised and able to keep track of large amounts of information from a variety of sources
	
	(

	Comfortable with interpreting data and providing narrative
	
	(

	Evidence of a ongoing self-development within Learning and Development and Human Resources 
	
	(

	Demonstrate a keen attention to detail
	(
	

	Demonstrate experience of taking responsibility of financial processes to achieve value for money
	(
	

	Understanding of, and commitment to, anti-discriminatory practices and inclusion in the workplace
	
	(

	Awareness of data protection and information security
	(
	

	Able to maintain confidentiality at all times
	(
	

	Strong IT skills minimum requirements: advanced level in Word and Powerpoint; intermediate level in Excel, Outlook, databases/systems and the web
	(
	


Desirable Criteria
· A general understanding of mental health / mental distress
· Personal lived experience of mental distress, that you can draw upon to inform your work within Together
People Development Officer and Systems Administrator May 2020

