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1.
Purpose:

1.1 To give staff a clear understanding of the duties and responsibilities of their role within Apex Scotland.

2.
Scope:

2.1
All staff and potential employees.

3
Accessibility:

3.1
This policy is written in English but can be translated into Community Languages and also large print and audio for people with sight impairment or hearing difficulties.
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      Apex Scotland Job Description and 
      Role Profile

Position: 


NATIONAL TRAINING OFFICER 

Responsible to:

Director of Operations
Location:

         National coverage, priority mainly North and East 



areas
Salary Scale:

£19,203 - £21,252 per annum
Value Statement: 

All employees of Apex Scotland must work within the ethos of the organisation and apply themselves as per the Organisational Qualities and Values Policy.

PURPOSE OF JOB

To provide a service which increases the employability prospects of offenders, ex-offenders, and young people at risk in accordance with the philosophy and policy of Apex Scotland.

To deliver a professional service of training, education, learning and development to meet the needs of service users, employers, stakeholders and funders that will equip clients to take up employment or training and, in turn, positively contribute to the community and the economy while addressing their potential offending behaviour.
The National Training Officer will specifically focus on the promotion and delivery of Apex training courses through Individual Learning Account (ILA) provision. The National Training Officer will primarily deliver training to Apex clients, while they will also be required to deliver some Apex staff training. The National Training Officer will be required to primarily operate in the North East area, while there will also be the requirement to deliver in other geographical areas in conjunction with local Apex Units.
ROLE RESPONSIBILITIES & MAJOR ACTIVITIES

1. Deliver weekly Apex ILA training sessions to Apex clients in conjunction with local area needs, and to develop delivery for the general public. 
2. Design ILA lesson plan material with supporting resources that can be utilised throughout Apex.

3. Develop a strategy to market Apex ILA training and to establish a steady flow of business.
4. Deliver aspects of Apex staff training.

5. Support the upskilling and development of Apex Scotland Personal Development Mentors in all areas to assist and encourage them to undertake more client training.

TEAM AND SERVICE SUPPORT

6. Actively promote effective teamwork, problem solving, decision making and develop productive working relationships with colleagues, stakeholders, partner organisations. Facilitate and participate in meetings.   

7. Contribute to the development of local initiatives and continuous improvement. Be open to change and encourage innovation. Participate in support and supervisory (appraisal) 1:1 meetings and team discussions. Record and communicate effectively. 

8. Research, prepare and effectively report information. Use the appropriate systems for communicating, storing and retrieving information. 
JOB SPECIFIC RESPONSIBILITIES
9. Provide and co-ordinate a professional guidance and support service to improve the service users employment and training prospects. Negotiate with employers if required and support them to facilitate training and employment opportunities.

10. Participate in the design, delivery and maintenance of learning programmes and services which meet the needs of service users, stakeholders, funders and fits with the strategic aims of Apex Scotland       

11. Work in partnership with relevant employers, agencies, statutory bodies and develop mutual support networks that would promote the aims of Apex Scotland and meet the needs of service users. 
12. Manage and assess the performance of teams and individuals to meet training objectives. Evaluate, monitor and report progress.  Plan, provide and manage activities to meet service users’ needs. 
13. Assess, plan, prepare and implement group working programmes and activities that promote positive behavioural goals and relationships. Monitor and report.         

14. Encourage individuals to present their own needs and interests and where required advocate on their behalf. Promote the maintenance of contact with the service.
15. Where required assist our units to address problems identified with community safety and social exclusion including factors which effect personal safety and wellbeing. 

16. Assist our teams to assess and manage risk of harm and develop control for people who are at risk to themselves and others. Contribute to the management and prevention of aggressive behaviour. 

17. Contribute to managing a budget and work effectively within this. 

18. Where required manage a specific project.

PERSONAL DEVELOPMENT

19. Take ownership of your own self development and highlight learning opportunities, agree development plans with manager, actively pursue continual improvement in your performance, skills and knowledge. Facilitate the development of other colleagues i.e. skill share.
ORGANISATION AND LEGAL RESPONSIBILITIES

20. Conform to all Apex policies and local procedures with regard to processing TOIL, holidays, illness reporting, working hours, expenses claims, grievance procedures, petty cash, appraisals and development plans etc. 
21. Conform to all Apex Scotland’s and legal policies and practices regarding data protection and employment law. Uphold legislation on health and safety. Carry out you’re your own responsibilities to reduce risk in this matter and promote a health and safety culture. 
22. Where required, conduct risk assessments in the workplace and client activities. Protect yourself and others from risk of harm or violence.
23. Ensure your actions promote and value equality, diversity, rights and responsibility along with supporting the maintenance of all Apex policies and procedures. 
OTHER

24. Adopt a co operative and flexible attitude to providing cover or aid for other programmes, colleagues and roles when required, to meet your unit’s objectives. Commit to all reasonable requests from your colleagues and manager. 

25. Promote Apex as a company and represent its interests in a professional manner while complying with all moral and acceptable dress codes of practice. Develop and evaluate joint working between agencies. 

26. Undertake other service delivery that is particular to your specific programme or role (including H&S rep, First Aider etc)
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