Job Description: Rightsnet Training Team Assistant

Salary:
Scale 4 Point 18-21 £20,460 -22,422 
Hours: 


35 hours per week *
Reporting to:

Training Manager
* Approx 28 hours/ week is to be dedicated to the Training team, and 7 hours to general Lasa admin support

Main Purpose Of The Job
To assist with the marketing, co-ordination and administration of a high quality, cost-effective training programme for Lasa, and to ensure that training events are delivered on time, to financial targets and to agreed quality standards. 
The job holder will work closely with the Training Manager to ensure that all programme courses run at optimum occupancy, to develop and maintain strong relationships with clients, to meet an ambitious income target and to increase our presence in the sector. The Training Team Assistant will also need to provide general and ad hoc administrative support to Lasa for approx 7 hours per week.
Main Duties
1. Proactively market and sell the training programme under the guidance of the Training Manager and to agreed targets

2. Respond to enquiries and process bookings

3. Prepare training packs and other training materials (including reformatting and proof reading)

4. Assist with event organising and logistics

5. Assist with regular monitoring and data entry

6. Maintain contact and communication records

7. Produce and analyse training reports

8. Provide administrative support to the Training Manager as required

9. To maintain and set up administrative systems as required

10. To provide daily reception services both on the telephone and on the door
11. To help maintain Lasa’s contacts and communications databases and to participate in the database development process

Other Duties
1. To organise and take minutes of meetings as needed
2. To help with one off pieces of administrative work and event organising

3. To provide cover to other administrative staff as required

4. Work within the provisions of Lasa policies, including abiding by and implementing Lasa’s Equal Opportunities Policy

5. Participate in team meetings and contribute to Lasa-wide activities as appropriate. 

6. Work as part of a team within agreed work plans, manage own workload and be self sufficient
7. Be prepared to travel as necessary (UK based, typically only during working hours)
8. Carry out any other duties appropriate to the post as agreed by the Director of Finance and Resources and the Office Manager
This job description will be subject to periodic review in consultation with the post holder.

Person Specification: Rightsnet Training Team Assistant 
Essential Experience (minimum 6 months recent experience of at least 3 criteria)
1. Customer service experience

2. Proven sales skills

3. Office based administrative work, including with databases and maintaining effective administrative systems 
4. A good understanding of marketing techniques 

5. Training and/or events experience 

Skills & Abilities
1. Excellent customer care skills 
2. Excellent attention to detail
3. Excellent communication skills both verbally and in writing
4. Good IT skills including a good working knowledge of Microsoft Office especially Word, Excel, and Outlook, and the ability to create mailmerges.  PowerPoint skills desirable but not essential

5. Good organisational skills, including the ability to help organise events and publicity

6. Good standard of literacy, including ability to proof read, take notes of meetings, and write reports, instruction sheets and mailshots

7. Good numeracy skills, including ability to keep accurate financial records

8. Ability to be self-motivating, and routinely act upon own initiative

9. Ability to work effectively in a team 

10. Ability to work to tight deadlines and prioritise conflicting tasks
11. Ability to work flexibly

12. Understanding of health and safety in the office

13. Understanding of equal opportunities

Personal Characteristics

1. Proactive, positive and customer focused
2. Looks for ways to improve systems and work and suggests solutions

3. A strong commitment to high standards of service delivery and customer care
4. Organised and target-driven 
5. Willingness to work flexibly in approach to work and/or time requirements
6. A strong commitment to the values of the organisation and sector
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