[image: ][image: ][image: ]



	ROLE PROFILE

	
	
	
	

	Job Title:
	Project Lead (Skills)
	Department:
	Skills

	
	
	
	

	Job Holder:
	
	Date:
	May 2019

	
	
	
	

	1
	MAIN PURPOSE OF THE ROLE

	
	
The post holder will be responsible for managing the Skills Team; a specialist team of facilitators who focus on sustainable career progression by bridging the skills gap. The post holder will be responsible for managing all aspect of delivery of high quality skills and learning courses to a diverse range of internal and external customers across commercial and employability sectors. 


	
	

	2
	SCOPE OF ROLE (Key Accountabilities)

· Manage delivery of skills and learning team to achieve contractual obligations and targets
· Plan, monitor and manage performance against key performance indicators 
· Lead, motivate and develop colleagues to enable them to provide high quality services and sustain a positive culture
· Manage project resources, deployment and budget to maximise value Build positive relationships and communicate effectively with internal and external partners to maximise opportunities
· Provide a professional and excellent standard of service within the skills team achieving quality control levels and customer satisfaction objectives
· Identify trends through the use of data and implement actions for continuous improvement;
· Identify commercial opportunities or possible skills gaps to contribute to delivery of the business strategy
· Develop and design skills and learning courses to meet identified needs of internal and external  customers
· Contribute as part of the team and support colleagues to achieve strategic business unit goals;
· Actively engage in promoting and marketing of the department and enterprise


	
	
The post holder will:


· Implement a performance management framework to support the achievement of targets and objectives
· Plan, organise and manage workloads ensuring project plans are achieved and are aligned with wider business plans and contractual requirements
· Report monthly on progress and performance 
· Set and implement individual performance targets and objectives
· Undertake fortnightly 1-2-1s with team members
· Positively represent the Wise Group at appropriate meetings, conferences and seminars
· Support the submission of tenders and funding applications by providing operational and specialist expertise and insight
· Input to management of risk, governance and quality across the operational business unit ensuring good governance, including fraud and assurance measures
· Contribute to the design and development of skills and learning materials
· Prepare documents, presentations and other materials using established formats
· Analyse, present and draw conclusions from straightforward data identifying trends and patterns


	
	

	3
	EXPERIENCE, QUALIFICATIONS AND SKILLS LEVEL

	
	· Essential - ability to operate at HNC level or equivalent in Learning and Development; 
· Essential - professional Trainers Award (Education and Training Award Level 3, PTLLS) or similar qualification; 
· Proven skills and learning experience essential in one-to-one and group coaching/training; 
· Experience of preparing and delivering skills and learning courses; 
· Excellent communication and interpersonal skills;
· Essential - high commitment to excellent customer care;
· Effective in the use of technology, relevant systems and key software packages;
· Ability to use initiative and judgement to resolve problems;
· Ability to plan and schedule work over days & weeks, and respond to changing pressures or requirements.
· Experience within a skills and/or training related environment 
· Ability to facilitate training sessions to a commercial audience
· Innovative approach to growing the skills development project in the Wise Group forward
· Knowledge of Individual Training Account process preferred
· Knowledge of Dynamic Purchasing System preferred
· Knowledge of the awarding bodies and required processes preferred e.g. SQA 
· Excellent communication skills both verbal and written
· High level of relationship building & interpersonal skills 
· Ability to prioritise and manage workloads to meet stakeholders and customer’s demands
· Strong report and proposal writing ability and presentational skills


	
	

	4
	ADDITIONAL REQUIREMENTS

	
	
· A full driving licence and the use of a car would be advantageous.
· Subject to an Enhanced Disclosure check.
· Health, safety and wellbeing are key aspects of all posts and it is vital that the post holder has key responsibilities for promoting the health, safety and wellbeing of themselves, customers and colleagues.
· Role model for Equality, Diversity and Inclusiveness.
· All Wise Group colleagues should exhibit environmental awareness and adhere to our ISO 14001 management framework.
· Individuals are expected to behave in a manner that exhibits the Wise Group values of nurturing positive relationships, acting with integrity, driving growth and engaging through communication.
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