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Job Description – Training, Development and Education Manager 

Reports To:  The elected national official with the remit for Training and Education
Location:  Head Office with some travel and working away from home, including occasional weekends

General Scope and Purpose of Role
To lead, develop and strengthen the training strategy and output of the union, by designing and delivering education and training courses and events.  To also lead on increasing awareness, engagement, delivery and impact of equalities campaigns, through training, education and projects. Provide input that supports and contributes to strategic decisions related to both the training and  equalities remits. The postholder will work and collaborate with officials of all levels of the union, the equality and trade sections, and colleagues across other departments to make a real difference to the lived experience of FBU members.

Duties and Responsibilities

	1.
	Working with the relevant National Officer, design and deliver suitable training, development and education programmes within the union, including preparing and updating training and communication materials.


	2.
	Working with the relevant National Officer, develop and deliver the FBU’s training, development and education strategy and policy, and contribute to the Union’s equalities policy and strategy in relation to training and education of equalities.  


	3.
	Working in collaboration with officials and colleagues, facilitate and support the equality and trade sections and schools’ activities and events. 


	4.
	Oversee the development, implementation and maintenance of online, classroom and course application processes.


	5.
	Take lead responsibility for the design and delivery of fairness at work and equality education for all reps and reps with specific section/fairness at work roles.


	6.
	Co-ordinate invitations and arrangements for internal and external guest speakers for various courses and sessions where appropriate and as directed.


	7.
	Assist the National Officer as required to provide  support, resources and information to members, reps, Branches and Brigades.


	8.
	Provide regular reports, communications and information as required to the relevant National Officers and assist them in preparing relevant documents for internal or external use by the FBU on all issues covered by the role’s remit, including briefs for Annual Conference.


	9.
	Develop mutually beneficial partnerships with like-minded organisations to support the work of the FBU in these areas as appropriate; build and maintain a network of relevant and beneficial contacts.


	10.
	Undertake and use research, feedback and evaluation to inform training, development and education activity and support continuous improvement.


	11.
	Create, conduct and collate surveys on behalf of the department and carry out survey analysis, reporting on findings as required.


	12.
	Liaise with the National Officer and Head of Finance with regards course costings and identify and prepare bids / applications for possible alternative sources of funding where appropriate.


	13.
	Attend various conferences and FBU events as and when required.


	14.
	Represent the FBU in partnership arenas including the Trades Union Congress and Inclusive Fire Service Group and build the FBU relationship with these and similar bodies. 


	15.
	Contribute to wider organisational projects and priorities as required by the General Secretary or National Officers.










Person Specification – Essential Requirements

· At least five years’ experience of designing and delivering training and development  programmes and materials.
· Proven track record of delivering equalities programmes, training and campaigns, ideally in a similar organisation such as a trade union or within the public or voluntary/campaigning sector.
· Experience of researching, advising on and developing policies at a national/strategic level.
· Demonstrable ability to design and deliver high quality and innovative training, workshops and presentations, ideally in a trade union or labour movement context.
· Proven ability to make change in the context of trade union educational and equalities issues.
· Ability to lead and develop strategic initiatives and to engage in the necessary operational tasks to ensure their successful implementation.
· Experience of developing and supporting networks of under-represented groups of members, including organising networking and capacity building events, ideally in a trade union or labour movement context.
· Ability to build relationships and work collaboratively with groups of members and activists over a sustained period of time.
· Have and maintain an excellent knowledge and awareness of equalities theory, relevant political and legislative developments, and the socioeconomic trends affecting the work of the FBU.
· Experience of working across teams in an organisation.
· Flexible, agile and resilient enough to withstand professional challenge.
· Understand and contribute to the FBU’s strategic aim of remaining the independent, industrial trade union for workers in the fire and rescue service.
· Commitment to equality/challenging oppressions and making real difference to the lived reality of union members
· Strong written and verbal communication skills, with the ability to present complex issues clearly and effectively.
· Good organisational skills, with the ability to manage multiple priorities and deliver to deadlines.
· Sound political judgement and understanding of the wider industrial and political context.
· Good interpersonal skills and ability to work collaboratively across the Union and with external partners.
· A relevant qualification in learning and development, such as CIPD levels 5 or7 or a relevant degree or equivalent is desirable.


Other Requirements
· A commitment to the aims, values and traditions of the trade union movement.
· Commitment to equality, diversity and inclusion.
· Willingness to travel and undertake occasional evening and weekend work.
· Willingness to work flexibly and ability to manage competing demands and commitments.
· Willingness to develop knowledge of the fire and rescue service and related issues.

General and Professional Responsibilities
· Act at all times in a professional manner and in accordance with the Union’s policies and values.
· Maintain confidentiality and handle sensitive information appropriately.
· Work collaboratively with colleagues and provide support across the organisation where required.
· Contribute to a positive, inclusive and respectful working environment.
· Undertake training and continuous professional development as required.
· Undertake other duties commensurate with the role as required.
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