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J O B    D E S C R I P T I O N
JOB TITLE:
Skills Development Officer (Accreditation)
RESPONSIBLE TO:
Skills Development Manager
KEY WORKING RELATIONSHIPS WITHIN NICVA:

Director of Corporate Services, Skills Development Manager, Finance Manager, Human Resources Officer and other NICVA staff.
STATUS OF POST:

Full-time, fixed term one year post (Extension subject to project demands and funding).  
Salary equivalent NICVA scale G, NJC point 29 £24,646.
SUMMARY OF MAIN RESPONSIBILITIES:
(1)
To work with accrediting bodies such as Institute of Leadership and Management (ILM) and City and Guilds.
(2)
To coordinate the accreditation process and maintain records for accreditation.
(3)
To deliver training, one to one consultancy and support.
(4)
To provide effective administrative records for NICVA’s training and development.
 
SPECIFIC DUTIES:
1
Accreditation
(i)
To liaise with external verifiers and accrediting bodies such as ILM, City and Guilds and Queens University.
(ii)
To co ordinate accreditation process for all accredited courses such as First line management.
(iii)
To maintain administrative records for accreditation. 

(iv)
To assess and internally moderate candidates work. 

2
Training and support
(i)
To develop and tailor training materials for provision of training courses and bespoke programmes.

(ii)
To deliver training and support sessions as required.
(iii)
To follow agreed procedures for all training including evaluation.
(iv) To develop new resources and programmes of training in response to demand.

(v)
To provide advice and support to organisations and individuals. regarding accreditation and specific training needs.

(vi) To signpost organisations to appropriate skills development solutions.
3
Skills Policy Development
(i)
To produce articles on skills development for newsletters, publications and website.

(ii)
To develop and maintain professional working relationships with other training and development organisations.
(iii) 
To engage with Sector Skills Councils and other agencies to ensure the voluntary and community sector are informed of all relevant developments regarding organisational learning (eg National Occupational Standards, Qualifications and Credit Framework)

4
Finance and Administration

(i)
To maintain administrative records for NICVA’s training and development function.

(ii) To maintain accurate and timely financial and monitoring returns as required.

(iii) To update activities and record training information on the CRM database.
5
Other Duties
(i) To undertake such other reasonable duties as NICVA may from time to time require.
(ii) To contribute to the promotion of NICVA.[image: image1.png]
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PROMOTING THE VOLUNTARY SECTOR



