

Job Description


Post Title: L&D and HR Graduate		

Service: HR		

Grade:1	

Responsible To: Lynne Tatam		


Job Summary:  To provide high-quality administrative, coordination, and content support to the Learning & Development (L&D) and HR functions in relation to Local Government Reorganisation. To assist with identifying and booking specific training for all staff for LGR, data collection and cleansing for collaboration with other councils and transfer of data to the LGFCS filing system in preparation for the new unitary. 
 	
Main Activities:
1. Training Administration & Coordination
· Create, manage, coordinate and maintain training bookings for training including specific LGR training
· Update, highlight courses and produce accurate reports within GO1 in relation to change, resilience, collaboration and wellbeing which will be needed for LGR
· Create and distribute L&D promotional materials on all courses, including posters, internal posts, newsletters, and other communications.

2. HR
· Admin support for the gathering of data in relation to the transfer of HR information for LGR 
· Assist with the Administration of benefits 
· Assisting with admin of probationary periods 
· Support with data for the new filing system which is needed for LGR
3.  Supplier & Financial Coordination
· Request and track supplier forms, Purchase Orders for all suppliers
· Deal with invoices for the L&D and HR teams

4. To be aware of and exercise personal and corporate responsibilities under the Health and Safety at Work Act and other related matters.

5.To be aware of and have an understanding of the Council’s Safeguarding Policy and corporate responsibilities in relation to the safeguarding of children and adults at risk.

NB	This job description is not intended to be an exhaustive list of all the tasks and responsibilities of the post.  In line with Service needs, some tasks may need to change and any changes will be made in consultation with the postholder.
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