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NHS FORTH VALLEY

JOB DESCRIPTION

1.      JOB DETAILS

Job Title:



Learning Centre Co-ordinator

Responsible to: 


Organisational Development Adviser

Department(s):


Human Resources

Job Holder Reference:

P-AC-HR-003

No of Job Holders:


1

2. JOB PURPOSE

Provide support and guidance for staff accessing learning materials in NHS Forth Valleys', LearndirectScotland Learning Centre.  Implement and market specific projects offered in partnership with the Scottish University for Industry, the Scottish Executive and Forth Valley College. Market and promote open and distance learning opportunities to staff in NHS Forth Valley, together with financial/funding initiatives offered by our partners. Manage and organise the daily routine of the Learning Centre and assist learners to achieve their goal.

3.
ORGANISATIONAL POSITION

ROLE OF DEPARTMENT

The role of the Learning Centre is to provide a suitable environment whereby people can access a range of blended IT training interventions from basic skills to achieving an accredited qualification, at a time and pace to suit the individual. The Learning Centre's main objective for the future will be to increase the uptake of E-learning across NHS Forth Valley to aid organisational change.

SEE APPENDIX 1

4.
DIMENSIONS

· All levels of staff within NHS Forth Valley (approximately 8,000) who are potential learners and have access to the Learning Centre.
· Learners undertaking the European Computer Driving Licence online.
5. KEY DUTIES/RESPONSIBILITIES

· Develop and implement an innovative communication and marketing plan for NHS Forth Valley Learning Centre, making staff aware of the learning resources available to maximise ongoing staff usage.

· Manage NHS Forth Valley Learning Centre on a day to day basis. Establish processes and procedures and induct learners on how to use the Learning Centre. Instruct them on how to complete the paperwork, e.g. Enrolment Form, Learning Centre Log and Evaluation forms. Paperwork is collated and completed enrolment forms are sent to the administrator at Forth Valley College. Manage and maintain a user database and produce regular information reports on a weekly and monthly basis. 

· Develop and maintain communication systems, databases and spreadsheets to provide readily accessible information and support for management reports.

· Responsible for the implementation and customisation of the European Computer Driving licence Project within NHS Forth Valley, electronically and manual filing system for each learner. 

· Responsible for training learners in the use of electronic application for E-learning.

· Responsible for training learners l:1 and in small groups for computer skills.

· Monitor and evaluate learners' progress in preparation for diagnostic testing and certification testing. 

· Responsible for the management and maintenance of the electronic Skillnet Learning Management Systems within NHS Forth Valley to register new users, order modules, tutor support, tests and results ensuring Learndirect Scotland have timely accurate statistics.

· The postholder should be fully familiar with all Learning Centre Information Technology materials/equipment, and relevant external and internal resources to provide information guidance to individual learners.

· Participate in the implementation of local and national learning strategies for NHS Forth Valley, liasing with external agencies to co-ordinate, plan and market annual Learning Events.

· Co-ordinate and distribute information within NHS Forth Valley by e-mail and mail drops ensuring staff are aware of learning developments and initiatives.

· Sole Training Administrator for the NHS Forth Valley portion of the Scottish Executive/Learndirect Scotland European Computer Driving Licence (ECDL) Project.

· Facilitate training for Induction Awareness Sessions to enable learners to use and navigate the automated on-line learning system. Ongoing additional refresher induction sessions as require by learners.

· Data input, management and update of the online Skillnet Project for NHS Forth Valley using the Skillnet Learning Management System (Terminal Services). Registering new users, ordering of modules, tutor support, tests and recording results ensuring Learndirect Scotland have accurate and timely statistics.

· Management of the Enlight Teststation online system for the administration and management of online ECDL Testing.  Registering new users and ordering diagnostic and certification tests. Also recording results in access database of modules completed

· Produce and co-ordinate all paperwork for automated online ECDL test sessions within NHS Forth Valley.

· Provide a telephone and electronic based support function for learners. 
· Support learners as they progress towards their qualification positively encouraging and motivating them to proceed towards testing. Discuss the next module to be undertaken with the learner, taking into account where they work and their learning requirements to do their job, considering their current IT skills, knowledge and learning capacity. 

· Responsible for issuing and recording the lending of learning resources, eg books videos and CD-ROM's.

· Responsible for making sure learners' are aware of Health and Safety regulations relating to working with VDU's.

· Continuous improvement working towards Learndirect Scotland's three yearly review of the Learning Centre.

· Responsible for the security of equipment in the Learning Centre and in the absence of the Training Team responsible for the security of the Training Centre building.

6.
SYSTEMS AND EQUIPMENT 

· NHS Forth Valley Learning Centre is equipped with 11 computers with a good range of software applications for beginners.  There is also a wide range of book-based courses for Information Technology and a range of Non-IT courses to provide a blended learning environment for learners. 
· All computers are networked to one HP Business Inkjet 2250 printer.
· One Personal Computer and one HP Deskjet printer for the postholder.
· One Fax Machine (not connected) One laptop, one telephone.
· Software consists of Windows 2000 Professional Operating System, MSOffice 2003 Applications in Word, Excel, PowerPoint and Access. 
· Software licences for Windows FrontPage 2000, Visual Basic 6.0 and MS Publisher 2000.
· Software licences for Learn Portuguese: Talk Now Beginners; Talk Spanish Now and Intermediate Spanish; Talk French Now and Colloquial French.
· A wide range of resources e.g. books and videos for career information and guidance. 

· Solely responsible for the administration and maintenance of the Skillnet Learning Management System, ordering and recording learners modules and progress. 
· Solely responsible for the administration, ordering and maintenance of diagnostic and certification tests using Enlight Teststation Administration System for the European Computer Driving Licence NHS Project within NHS Forth Valley.
· Manage internal database and spreadsheets to record learners' progress.

· Organise and assist learners to use Ivy Millennium MS Office 2000.

7.
ASSIGNMENT AND REVIEW OF WORK

· Within the objectives provided by the Organisational Development Adviser and Organisational Development Manager, the Postholder's duties will be self-generated and self-directed.  The postholder organises, prioritises and manages their workload and will have considerable autonomy in achievement of tasks.  Work will be reviewed by the Organisational Development Advisor.

8.
COMMUNICATIONS AND WORKING RELATIONSHIPS

· The Postholder provides support, guidance and training to a wide range of staff in the use of equipment, software, and resources in the Learning Centre.  The Postholder will also provide guidance, assistance and training for learners to access and use Internet based learning materials provided by Learndirect Scotland on a daily basis. 

· Organise and deliver ECDL Induction Awareness Training Sessions to staff on a Bi-monthly basis, or if demand requires, additional sessions. 

· The Postholder is required to establish effective communication networks with all Staff and Managers in NHS Forth Valley and their contractors, specifically with Human Resources and the Organisational Development team on a regular basis. Provide statistics and reports on learner activity to Learndirect Scotland.

· The Postholder will communicate and network with Learndirect Scotland, Forth Valley College of Further & Higher Education and colleagues from NHS and non-NHS Learning Centres in Scotland.

· Effective communication with external partners and contacts such as the Scottish Executive, Colleges, Universities and Local Authorities.

· Examples of communication are E-mail, telephone, letters and faxes, reports presentations and face-to-face interactions. 
· Build good working relationships and rapport with Learners to motivate and empower them to achieve.
· Empathise with Learners who are having difficulties achieving their goal, e.g. work or family commitments. 
 9a. 
PHYSICAL DEMANDS OF THE JOB

· Ensure all computers are set up for ECDL diagnostic and certification testing.

· Inform staff undertaking ECDL testing of exam conditions and protocol.

· Organising test ready learners with logbooks, username and password ready for testing. 

· Responsible for reacting to software/hardware malfunctions, resolving them by contacting appropriate Technical Helpline. 

· Set up laptop and LCD Projector for the presentation of ECDL Induction Awareness Training for learners.
· Provide telephone support for learners undertaking E-learning.
· Using the computer for long periods in excessive temperatures.
· Photocopy electronic flyers and marketing materials for distribution to staff not on e-mail.

· Carrying heavy equipment and paper.

9b. 
MENTAL/EMOTIONAL DEMANDS OF THE JOB

· Assist learners with different knowledge levels in the Learning Centre, and at the same time provide system support to learners in their workplace and home. 

· Assess learners’ knowledge and progress in Information Technology Application with a view to being test ready.

· Software/hardware malfunctions during testing ensure learners are informed of the problem and keep them calm.

10.    KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

· A good standard of education and a minimum of 5 years administration experience in training or learning environment.

· Evidence of good working knowledge of IT packages including Microsoft Word, Outlook, Excel, Access, PowerPoint and good understanding of the Intranet and Internet.

· Good working knowledge of electronic administration systems.

· Experience and knowledge of working in the NHS with a wide range of professions and disciplines of staff.

· Well established organisational skills, must be methodical, resourceful and adaptable.

· Excellent communication skills both verbal and written.

· Must be confident in talking to new people to influence and encourage equality in accessing learning.

· Accomplished liaison and negotiation skills.

· Experience of supporting staff undertaking education and training. 

  11.  
JOB DESCRIPTION AGREEMENT

 Job Holder’s Signature:

Date:

Head of Department Signature:

Date:

Appendix 1

NHS FORTH VALLEY 

Job Title:  


Learning Centre Co-ordinator

Responsible to: 

Organisational Development Advisor

Department(s):  

Human Resources

Job Holder Reference:

No of Post Holders: 

1

A. ROLE OF THE DEPARTMENT

The Human Resources Service is responsible for the development and implementation of a comprehensive HR Strategy, workforce development and workforce planning, operational HR and training and development.   The HR Directorate is also responsible for the provision of an Occupational Health Service.  

A range of services are provided.  These include the development of HR strategies, policies and procedures, implementation of the Staff Governance standard, organisational development, learning plans and training programmes, workforce information and planning, the recruitment and retention of staff, employee relations and partnership working, terms and conditions of service and medical staffing.  The HR Directorate also provides advice on the HR implications of strategic service change and modernisation.

B.
ROLE OF THE UNIT/FUNCTION

The role of the Training and Development Team is to support the development of workforce capability, capacity and commitment by providing learning and development opportunities for all staff in NHS Forth Valley and creating a learning environment to support NHS Forth Valley meet its strategic aim of becoming an integrated, collaborative, co-operative and corporate health care organisation.
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