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JOB DESCRIPTION/PERSON SPECIFICATION

	A
	POSITION DETAILS

	
	DIVISION: Business Support
BUSINESS SECTOR: Human Resources

	
	JOB TITLE: 
Training Administrator

REPORTING TO: Training Manager

	
	GRADE: 13


	B
	JOB PURPOSE

	Organise and co-ordinate the administration in connect with all internal and external training courses



	C
	KEY RESPONSIBILITIES

	· Booking of all training courses – venues/accommodation/refreshments

· Maintaining stocks of and supplying all training materials to the Training team

· Preparation and distribution of all training manuals, handouts, certificates etc

· Managing all course joining instructions, accepting and chasing confirmation from delegates to ensure full attendance. Where appropriate select replacement delegates from waiting lists and arrange attendance

· Managing non-attendance liaising with RHRMs as necessary

· Producing and distributing post-course correspondence

· Analysing course evaluation reports and making recommendations for change

· Producing regular updates on course completion rates

· Following up non-attendees and reporting to RHRMs

· Providing support to RHRMs with course nomination process and maintaining course waiting lists

· Maintaining ‘Course Completed’ records




	D
	CORPORATE RESPONSIBILITIES

	In line with SUEZ Health and Safety Policy the job holder is expected to;

· Take reasonable care of his/her own health, safety and welfare and that of other people who may be affected by his/her actions or omissions.

· To co operate with SUEZ and with other employees in order to comply with health and safety law and SUEZ Health and safety Policies and Procedures

· Not to misuse or interfere with, intentionally or recklessly, anything provided in the interests of safety.

· To ensure that within his/her areas of responsibility, SUEZ complies fully with its legal duties in respect of the health, safety and welfare of its employees and of other people who may be affected by his/her actions or omissions

· To ensure that the responsibilities commensurate with his/her role as laid out in the Health and safety policies and Procedures are fully met.

In line with SUEZ Values and Ethics Charter the job holder is expected to ;

· Act in a honest, responsible and respectful manner to others

· Be responsible for their own professional conduct

· Comply everywhere and in all circumstances with the laws and regulations connected with their activities

· Comply with our obligations to our partners such as shareholders, associates, clients, suppliers and the community
Any other duties that are reasonably requested within the scope of the job role


	E. GENERAL CRITERIA (ESSENTIAL & DESIRABLE)


	CRITERIA

RATING

1 = LOW   5 = HIGH

	KNOWLEDGE/QUALIFICATIONS/TRAINING/SKILLS & EXPERIENCE:
	

	Proficient keyboard skills experienced in the use of Microsoft Office, in particular, Word, Excel and Power point.

	4

	Well organised and a good time manager. Excellent telephone skills essential.


	4

	Experience in a training discipline is not essential however competence in an administration role is a must.


	5


	E.          KEY COMPETENCIES & ATTRIBUTES 
	MINIMUM

ESSENTIAL

RATING

	SERVICE TO THE CUSTOMER/COLLEAGUE:
	

	Is this person passionate about personally ‘understanding the customer’ and meeting their needs?


	5

	COMMUNICATION EFFECTIVENESS:
	

	Does this person communicate to all appropriate people in an appropriate manner?


	5

	PROBLEM SOLVING:
	

	Can this person recognise a problem and decide what to do about it?


	4

	QUALITY OF WORK:
	

	Does this person run his/her job in a manner that complies with all operational standards both internal and external?


	4


The contents of this job description reflect the main duties and responsibilities of the job and are not intended to form part of the contract of employment.  SUEZ RECYCLING & RECOVERY may revise the content of this Job Description/Person Specification at its discretion.
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