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	JOB DESCRIPTION 

	Job Title
	Training Manager
	Division / Location
	Livelihood

	Employment Type
	Full-time, Permanent
	
	

	Reporting 
	Reports to: 

	Position Summary
	[bookmark: _nrmfrlm9a3d0]The Training Manager is responsible for leading the delivery of Livelihood Academy within a Livelihood hub; including managing the training team, providing strategies to support the effective delivery of the training program and providing a constant feedback loop to the National Training Manager to continuously improve the training program, content and structure.
[bookmark: _5fi2xo7qdjq9]
[bookmark: _31imxgi3al37]The Training Manager will also be responsible for all administration associated with Livelihood in the hub. 
[bookmark: _thzvefnvig6p]



	CORE ACCOUNTABILITIES

	· Effectively manage Training team
· Ensure Trainer Leads are clear on their role and responsibility, they are well supported to deliver their duties and work effectively as a group to deliver positive outcomes to all Livelihood Trainees.
· Ensure Trainer Leads have the relevant resources, tools and strategies to deliver a high quality Training experience to all Livelihood Trainees.
· Develop a strong pool of casual Trainers with the relevant skills, experience and certifications.
· Working with the Senior Trainer Lead, ensure Trainers have been through a full induction before starting, are clear on their role and responsibility, are well supported to deliver on their role and work effectively as a group to deliver positive outcomes to all  Livelihood Trainees.
· Provide additional support to Trainer Leads and/or Trainers if they are underperforming. Implement a performance management process if required.

	· Support the delivery of Training Program
· Support Trainer Leads and Trainers with resources, tools and strategies to help Livelihood Trainees achieve their employment competencies, with a particular focus on the demonstration of employment competencies in a practical setting.
· Work with external professionals (teachers, speech therapists, occupational therapists, ASD specialists etc.) to develop and implement individual strategies for Livelihood Trainees.
· Seek external support (where necessary) to help Livelihood Trainees overcome specific employment competencies.
· Deliver employment support to specific Livelihood Trainees who require bespoke support to achieve their employment competencies.
· Leveraging monthly supervision, take challenging cases to an external supervisor who will mentor and support this role in implementing specific strategies for Livelihood Trainees to achieve their employment competencies.

	
· Progress tracking and reporting
· Keep a track of each Trainee and their progression against the 20 employment competencies.
· Manage the quarterly assessments, ensuring all Trainer Leads are prepared with the appropriate information to provide an assessment on each Trainees progress over the last quarter.
· Ensure all Trainer Leads and Trainers regularly report (in client management system) progress notes, achievement of goals and incidents. All notes to be recorded inline with the reporting process.

	· Feedback loop to National Training Manager [this loop will be with Jigsaw nationally to ensure consistent quality in all Jigsaw and partner programs]
· Provide regular feedback to the National Training Manager to ensure the Training program, content and structure is aligned to Trainees requirements.

	· Administration (including Hub Administration duties)
· Support Trainer Leads with family communication, including:
· Trainee progress updates
· Livelihood Academy updates
· Hub Updates
· Take full responsibility for the roster (Trainees and Trainers) with the support of the Senior Trainer Lead.
· Ensure all administration related to the role is accurate and up to date:
· Staff administration in [HR management system]
· Trainee administration on [client management system]
· Other Hub administration
· Alongside Business Manager, form the Hub Management team to ensure the hub operates in line with Livelihood’s processes, procedures, culture, values and methodologies.




	WE ASK THAT YOU ACTIVELY ENGAGE AND MODEL OUR: 

	Values and Behaviour
· Promote and role model appropriate behaviour to support MDS culture, performance and brand
· Actively support MDS commitment to the principles of diversity, inclusion and Equal Opportunity Employment (EEO)
· Constructively contribute and collaborate with all colleagues
· Actively demonstrate the organisational values:
· Our community is built on inclusiveness, equality and empowerment.
· We approach everything we do with innovation and dynamism.
· Our social enterprises will always be responsive, sustainable and excellent.
· Our work will make a contribution and have an impact.
· Deliver high quality work that supports our operating environment
· Demonstrate compliance with all legislation and policies and procedures

	Requirements: 
· Possess or be willing to obtain an NDIS Workers Screening Check
· Possess or be willing to obtain a Working With Childrens Check
· Possess or be willing to obtain current  CPR and First Aid
· Possess or be willing to obtain a Covid-19 Vaccination
· Hold a Drivers Licence and access to a  reliable vehicle

	
Health, Safety & Wellbeing
· Adhere to all health and safety policies and procedures of MDS and take all reasonable care that your actions or omissions do not impact on the health and safety of others.
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