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Part 1: JOB DESCRIPTION
JOB TITLE: Learning & Development Officer (Part-time)
DEPARTMENT: Samaritans Ireland
 
TEAM: Income Generation                            
LOCATION: Hybrid – Linked to our Dublin office with home and office working

1. POSITION IN ORGANISATION
· Reports into: Head of Partnerships & Income Generation 
· Line Manages: n/a
· Works closely with Learning & Development Team (UK), STEP team (UK)

2. MAIN PURPOSE OF JOB
The Learning & Development Officer will 
· Provide best-in-class support to STEP (Samaritans Training and Engagement Programmes) customers from handling initial enquiries through to course delivery and evaluation

· Hold responsibility for all aspects of the delivery administration function. 
· Be responsible for generating income from an assigned group of customers and taking these through the customer and stewardship journeys to ensure they receive an excellent experience to maximise chances for income and retention.
· Coordinate all training assignments. STEP training will be delivered by both the L&D Officer (shorter form content) and Associate Trainers (longer facilitated training)  


3. KEY RESPONSIBILITIES

Business Development 
· Contribute to team income targets through sales of STEP online and offline products. 
· Work closely with other members of STEP team to deliver a consistently excellent customer journey. 
· Support the income team to promote and market the learning and development services
· Ensure allocated leads are followed up as per team processes, using techniques around Training  Needs Analysis and a consultative approach in customer meetings.  
· Manage sales and customer journeys for allocated portfolio of customers to achieve income targets. 
· Build a personal pipeline of potential customers through sector mapping, networking and direct contacts. 
· Establish mutually beneficial, effective customer relationships to maximise satisfaction and retention through excellent relationship management skills. 
· Ensure STEP UK Team are kept regularly updated on progress and any challenges arising with key customers.
· Working closely with other teams to identify cross-selling and relationship building opportunities.  
· Support KPI and month-end financial reporting. 
· Support with bid development in response to suitable tender opportunities. 
· Supporting other teams in Business Development and Training Functions as and when required. 
Coordination & delivery of training courses 
· Establish warm customer relationships to maximise satisfaction and retention through excellent customer service skills.
· Provide sales support admin, including customer onboarding processes. 

· Schedule training courses through taking responsibility for end to end booking processes and all aspects of course delivery administration.

· Deliver training and support associate trainers in delivery of same

· Process completed course booking forms as per STEP process and request sales invoices as per the finance process in a timely and accurate manner.
·    Produce customer end of course reports, participant certification and customer specific ad-hoc reports as required. 

General Admin

· Accurate data input on STEP IT systems.

· Support system and process continual improvement.

· Supporting other teams in Business Development and Training Functions as and when required

Part 2: PERSON SPECIFICATION

4. SKILLS, KNOWLEDGE AND EXPERIENCE
•
Experience of business development and income generation.
· Experience delivering / facilitating training in a corporate environment is desirable. The successful candidate will receive training to become a STEP approved facilitator. 
· Experience of administering and organising events or training courses in a busy environment with competing priorities, with a focus on a strong attention to detail.
•
Ability to develop strong, warm working relationships with both internal colleagues and external customers using excellent communication skills, problem solving, trust and reliability. 
· Experience of prioritising own workload and working to deadlines with speed and accuracy.
•
Demonstrable experience of working in a customer facing environment.
· Excellent IT skills
Everyone who works for Samaritans is expected to: 

•
Demonstrate genuine commitment to our vision that fewer people die by suicide. 

•
Promote, believe in and work within our equity, diversity and inclusion policies and procedures. 

•
Promote and work within our safeguarding and health and safety policies and procedures. 

The nature of Samaritans service delivery model means there might be evening and weekend working for which time off in lieu will be given. 

 Main internal contacts 

•
Partnerships & Income Team 

· STEP Trainer(s)

· STEP Team Samaritans UK
· Learning & Development Team UK 

This job description is a statement of requirements at the time of writing and is not contractual. It should not be seen as precluding future changes after appointment to this role.

Signed by employee:   _________________________  Date: _________________ 

Last updated: [DATE]
