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Job Description
	Job title
	Training & Education Coordinator

	Salary & Hours
	16 to 23 hours per week, worked over 3 days. Scale SCP1, FTE £27,741 pa  £11,834 pro rata for 16 hours to £17,013 for 23 hours

	Responsible to
	Executive Director

	Contract
	Permanent subject to charity funding

	Location
	Wellspring House, Starbeck

	Benefits
	25 days holiday plus bank holidays (pro rata) rising 1 day per year after 3 years of service to a maximum of 30 days.


Vision

Wellspring's aim is to restore hope, develop resilience and facilitate positive change. 

Objectives
· Provide affordable, psychological support to adults and young people in distress
· Promote good mental health through education and training 

· Be recognised as a centre of excellence within our field
Values

We are motivated by our Christian faith. We aim to be ethical in all decision making and are committed to practising professionalism always within our work. We aim to be a welcoming community to both: our clients, offering our services to all regardless of gender, sexual orientation, ethnic or cultural background and to people of any faith or none and our staff, volunteer and trustee team. We do this through paying great attention to the quality of our relationships, working in partnership through listening and reflection to enable creativity and empowerment in the team.

Purpose of the role 

Due to COVID and staffing changes Wellspring has not had an employee in this type of role for over a year. The charity is hoping to re-start many of its training and education sessions as well as develop the service by becoming an accredited counselling training provider. We therefore anticipate this job to grow, to become a 3 day a week role. The post holder needs to be self-motivated, able to take the initiative, and work reflectively with the Executive Director to further develop the training service, in accordance with local need. This post holder is responsible for coordinating all training and education events and managing relationships with external trainers. Where appropriate they will also be responsible for delivering community-based education sessions to local groups.
The post holder must be sympathetic to the Christian ethos and vision of Wellspring. 

Key Tasks 
Coordination of the training service & external trainers
· Planning the training programme for the year to include CPD for counsellors, prevention workshops and sessions for professionals, those caring for people suffering from poor emotional health and people suffering themselves.  

· Be responsible for finding and inviting external trainers to provide training days or workshops for Wellspring as appropriate.
· Speak at community events and meet with business and community group leaders to advertise training sessions Wellspring could run for them.
· Provide education sessions on topics surrounding mental health to community groups, when appropriate. 

· Carry out research internally and externally to ensure Wellspring is providing training on relevant topics.
· Meet regularly with the Executive Director for goal-setting and communication about funding needed to run free courses.
Administration of the Training Service
· Respond to requests for training sessions. 
· Promote and market workshops and training courses in collaboration with the Communications Officer.

· Collate bookings and respond to delegates.

· Ensure course adverts, applications, certificates are devised and issued. Create and collate evaluation forms for monitoring purposes.

· Set budgets and fees in collaboration with the Executive Director, ensuring that a proportion of training generates profit to cover the ongoing cost of this role.
· Produce a Training report, to include data for the annual report for Companies House and Charity Commission annually.
· Ensure premises and equipment arrangements are made and available when training takes place, either at Wellspring House or other venues.
Development of the service
· Work with the Counselling and Psychotherapy Central Awarding Body (CPCAB) to enable the organisation to achieve centre accreditation to deliver the Level 5 ‘Working with children and young persons’ course. 

· Create the processes for and manage the launch and maintenance of the CPCAB Level 5 course. 

· Network with trainers to form new relationships and run new Wellspring courses.

· Work with the Executive Director to set goals for fundraising to provide subsidised courses/groups as appropriate.
*The Training & Education Coordinator can work as a contracted trainer, in addition to their contracted hours, where their skills are appropriate, as agreed with the Executive Director.


