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Your new role:
The Learning and Development (L&D) administrator role deals with all aspects of L&D processes and it will also provide administrative support to the HR Department, minute-taking, diary management and meeting arrangements. 
The L&D administrator role reports into the Head of HR.
Accountability & Deliverables
· Deliver a high standard end to end L&D service to a business of circa 400 employees, providing an exceptional service consistently to all staff
· First line support on L&D mailbox, providing support effectively
· Excellent knowledge of Excel to gather, analyse or present information
· Provide personal development plan support and coordination of library of training courses
· Support with projects, cases, activities where necessary
· Promote L&D activity through a variety of media, maximizing use of Share point and Cascade
· Administer and update Cascade in line with established processes ensuring accuracy at all times
· Manage the end to end process of internal training courses and various L&D transactions, including training requests, management of e-learning and related initiatives
· Track all training activity within the business including monthly dashboards from Cascade
· Track and monitor training spend, ensuring alignment to budget, as well as training history, cancellations and evaluation data
· Capture and analyse key data to demonstrate Return On Investment (ROI) of training initiatives
· Support induction and new starter process as and when required
· Create and maintain documentation of L&D processes and procedures including the Job description library
· Note taking in disciplinary and investigation meetings
· HR administration 

Role requirements
The successful candidate will demonstrate the following experience and technical skills:
· Previous experience of working in a L&D function and administering e-learning platforms 
· Confident in compiling reports from systems and ability to manage and process data
· Ability to handle sensitive and confidential information with the highest level of professionalism and discretion
· Good people skills with a genuine interest in developing a career in L&D/ HR

Personal attributes required
The role will require someone with the following personal attributes:
· Exceptional organisational skills with sound ability to prioritise workload and work to tight deadlines
· Numerate with excellent attention to detail - taking pride in ensuring this applies to all day-to-day activities
· Always strive to deliver a high-quality service
· Flexible with a 'can-do’ approach
· Adaptable - someone who is not accustomed or doesn’t enjoy ever-changing priorities may struggle in this role

Education, qualification and professional membership requirements
· Educated to GSCE standard or equivalent - Maths and English
· Experience in L&D related function
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