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Training Coordinator – Position Description  
 

Position Title: Training Coordinator  Location: Head Office 

Reports to: Quality and Risk Manager  Date: June 2019 

Direct Reports None  Hours 20 hours per week 

 
Position Overview 
You’ll be the key person responsible for scheduling, managing and administering the training 
programme for our Creative Abilities team, ensuring they are knowledgeable and up to date with all 
the training modules required. You’ll work closely with internal team members and also need to 
develop strong external relationships with training suppliers.  You will coordinate and provide 
support to any company wide training initiatives. Administration and support to a busy team is a 
daily part of this role and the coordination for ensuring all databases and reporting are accurate will 
be a feature for you. 
 
Key Relationship  
 Quality and Risk team members and Manager 
 Client Services Manager 
 Residential Team Manager 
 Area Team Supervisors and Team Leaders 
 
Responsibilities 
 To coordinate training for staff through internal and external providers.  
 To regularly review and ensure all staff have completed mandatory trainings.  
 To regularly review and ensure all renewals of training are completed prior to expiry. 
 To keep up to date the Training Database and ensure all trainings are logged and all evidence 

and certification is accurately attached to each employee and or training instance. 
 Work with the Residential Team Manager, Registered Nurses and Team leads to identify staff 

training needs. 
 Ensure all team members know what training is required of them and when it is scheduled for.   
 Work closely with the Residential Team Manager to ensure all team members are rostered as 

required for training.  
 Work closely with the Residential Team Manager to ensure new team members are inducted 

following a pre-arranged training plan. 
 Provide monthly reports showing what training is completed and any employees who have 

outstanding training requirements.  
 Liaison with funding organisations to apply for relevant funding streams to maintain the standard 

of services delivered and for the continued professional development of all employees. 
 Coordinate all reporting requirements to funding organisation.  
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Candidate Specification & criteria 
 Ideally the candidate will have 5+ years’ experience in a similar role. 
 The candidate will have experience in organising training for a medium to large size organisation 

that has complex rostering requirements.  
 The candidate will:  

 be a detailed and organised person. 
 have excellent computer skills and will be able to pick up new software easily. 
 have developed effective oral and written communication skills. 

 
This position description is designed to give an indication of the type of work and performance expected of the 
jobholder. It does not provide an exhaustive list of duties or performance standards and the jobholder agrees to 
undertake any other tasks that are consistent with the position and the provision of quality service to the company. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


