[image: C:\Users\FranBrennan\OneDrive - Active Retirement Ireland\Documents\Housekeeping\ARI logo and images\Active Retirement Logo.jpg]

Training & Support Officer (Part-Time)
Job Description
Active Retirement Ireland (ARI) wishes to recruit for the new role of Training & Support Officer. ARI’s new strategic plan priorities the establishment of new associations and the provision of training and related support to officers of over 520 associations and nine regional committees. 
This is primarily an outreach role supporting volunteer officers in our local associations and on regional committees across the country. This is a part-time role, 17 ½ hours per week, reporting to the CEO. The role requires extensive travel across Ireland with attendance in the office generally once a week. The successful candidate will have a track record of working with members and/or volunteers in a voluntary organisation.
Key Responsibilities
· Prepare training and support materials for ARI officers and other volunteers 
· Manage the provision of training sessions for ARA and regional officers across the country
· Liaise with external training providers as required
· Promote these training sessions and recruit participants
· Evaluate, assess and improve training programmes based on participant feedback
· Liaise with, and support the Regional Development Officers (RDOs) and Area Development Coordinators (ADCs) in their roles
· Provide reports to the CEO and the RDOs on each training session
· Review and update current guidance documents and draft new ones topics and issues of benefit to officers
· Identify and support the development of people with potential in the organisation
· Deliver presentations at national and regional meetings and events
· Manage the training and support budget and report to the Finance Manager and CEO on expenditure

N.B. This is not an exhaustive list. As Active Retirement Ireland has a small executive team, the post holder is expected to be flexible in their work, support their colleagues and undertake any other tasks assigned to them by the CEO. 

Person Specification:
Essential
· 3 years’ experience in a similar role in a non-profit organisation. This experience can be in a paid or voluntary role
· Experience of supporting and developing members and/or volunteers
· Strong interpersonal, communication and motivational skills
· Excellent English writing skills
· Highly organised individual with ability to manage own time and multi-task
· A full clean licence with own car & able to travel extensively throughout Ireland
· Competent in use of MS Office suite e.g. Word, Excel, Outlook, PowerPoint, Zoom &/or MS Teams
· Resident in Ireland with legal right to work in Ireland with no restrictions
Advantageous
· Experience of working in a membership-based organisation
· Experience of volunteering
· Strong writing and literacy skills
· Experience of using CRM tools, especially Salesforce

To access a full job description please click here. To apply for this position, please send your CV and a cover letter outlining how you meet the requirements of this role to recruitment@activeirl.ie
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