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JOB DESCRIPTION

JOB TITLE:		Training Assistant
REPORTS TO:		Training Manager
BUSINESS:		Aberpergwm Colliery
DEPARTMENT:		HR & Training


1. Purpose of Job 

This job exists to support the Training Manager in their day-to-day activities which will include co-ordinating all onsite learning and development activities. This will be as diverse as supporting apprenticeship development, statutory training requirements, and co-ordinating management development activities. This will primarily be an office-based position however will include some time spent underground initially to learn more about the operations.

2. Principal Accountabilities 

The jobholder will be responsible for;-
· Providing administrative support to the Training Manager
· Ensuring the training records are constantly kept up-to-date and audited appropriately for verification.
· Co-ordinating appointments from external training bodies including academic institutes
· Being the point of contact with relevant academic institutes for general queries
· Coordinating trainee progress reports, obtaining information from the relevant onsite trainers.
· Learning the training and development requirements under the MASHAM regulations.
· Implementing improvements to the systems and processes of training as approved by the Training Manager
· Providing reports and statistical information on the training records of the workforce

3. Vision / Context 

[bookmark: _GoBack]This development-based position will report directly to the Training Manager. The ultimate aim of the person employed in this role will be to learn part of the duties of the Training Manager to become a Training Advisor in future years. This period of training is likely to take anywhere between 3 and 5 years.

4. Knowledge and Experience 

The jobholder must have a good general level of education including at least 5 GCSE’s at Grade C and above (or equivalent) with a genuine and enthusiastic approach to learning and development. This position calls for someone who is adaptable, willing, and committed to a long-term development opportunity. It is desirable that the jobholder has a basic understanding of engineering and mining based activities, but this is not essential as full training will be given. 
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