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Training officer 

Role brief 

Directorate Jisc technologies  
Base location Harwell 
Grade D 
Job level 13 
Job family Service and project delivery 
Date October 2016 
Reports to Training manager 

 
 

1. Background 

 
Jisc is the UK higher, further education and skills sectors’ not-for-profit organisation for digital services and 
solutions. We: 

 Operate shared digital infrastructure and services 

 Negotiate sector-wide deals with IT vendors and commercial publishers, and 

 Provide trusted advice and practical assistance for universities, colleges and learning providers. 
 

Jisc technologies deliver a portfolio of courses to customers, covering networking technologies, Janet services and 

the HM government workshop to raise awareness of Prevent.   

2. Purpose and scope 
 
The purpose of this role is to develop and deliver training events and resources for Jisc customers. This includes the 

development of courses, production of materials, trainer support and assessment, and organisation and hosting of 

training events both online and face to face. 

3. Key accountabilities and role outputs 
 
It is expected that responsibilities will be developed and finalised over time and will include but will not be restricted 

to: 

 Designing and developing new training events and materials in conjunction with subject matter experts 

 Managing a number of courses in the portfolio and ensuring the content is updated as required and project 
manage any rewriting or changes to materials 

 Organising training events – including scheduling, venue liaison, trainer liaison, managing delegate 
bookings and payments, reporting as required 

 Facilitate training events both online and face-to-face 

 Analyse feedback and training requirements to deliver and develop an effective training programme for 
customers while taking account of improvements in wider training techniques and methods 

 Assessing trainer performance, and supporting trainers in their work towards certification 
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4. Skills, knowledge and experience 
 

 Essential Desirable 

Qualifications  Educated to ‘A’ level or equivalent 
standard. 

 

 Hold (or be working towards) PTLLS, 
Learning and Performance Institute 
Training Certificate or Certified 
Online Learning Facilitator (COLF) 

Experience  Strong experience within a training 
environment, ideally both face to face 
and online delivery. 

 Experience of designing documents in 
Adobe in-design or similar DTP 
software. 

 Experience of designing training 
sessions. 

 Experience of working to a budget and 
maximising value for money. 

 Experience of delivering online 
training via Adobe Connect. 

 

Knowledge  A broad understanding of networking 
technologies. 

 Understanding of current training best 
practice. 

 Knowledge of the Janet network and 
its customers is desirable. 

Skills  Socially confident, a clear 
communicator and able to work with 
colleagues at all levels. 

 Skilled in offering trainer feedback and 
creating development plans for 
continuous improvement. 

 Advanced user of MS office software 
including PowerPoint. 

 Ability to work in a well-organized and 
methodical manner with minimum 
supervision. 

 Ability to work well as part of a team 
and support other members of the 
team. 

 

 
 

Important additional information 

The training manager, Jisc technologies will discuss all elements of the role brief with the appointee on 

appointment and after six months, recognising that some elements may need changing. 

The above is provided for guidance, is not contractual, and is not an exhaustive list of all accountabilities that the 

post holder may have.   

 


