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Head of Training and Development 
Job Description

	Reporting to:
	Chief Executive

	Base:
	Autism NI, Unit 3 Forestgrove Business Park, Newtownbreda Road, Belfast, BT8 6AW

	Hours: 
Main purpose of job:

	Full-time 37½ hours per week

· To lead the training team on the development, management and delivery of autism related training courses for professionals, parents and carers, and autistic individuals.

· To lead the marketing and promotion of professional and corporate training courses; driving engagement, relationship building and sales growth. 

· To identify resources to support agreed projects, including contracts and funding opportunities. To actively liaise with statutory and voluntary agencies to achieve those aims.  




Specific Responsibilities

· Line management of the Training and Development Team to ensure high quality delivery of autism training courses, both as a service delivery (provision of autism support courses for autistic people and parents/carers) and a social enterprise model (accredited and CPD certified training programmes for professionals and organisations).

· Build and nurture strategic partnerships across statutory, private, and voluntary sectors to drive business development, expand reach, increase uptake of Autism NI training programmes, and enhance corporate engagement.

· Provide strategic leadership and oversight of the Training Department’s marketing and communications activities, identifying opportunities to maximise revenue, strengthen brand presence, and deliver against financial targets.

· Identify and submit funding applications to secure and maximise resources for autism training and support services for autistic people and their families, ensuring compliance with funding requirements and reporting obligations.

· Evaluate and monitor all designated projects.

· Manage annual budget and revenue targets for the Training Department

· Ensure that all activities and resources meet with relevant organisational and statutory policies, including health and safety, employment and equality laws.



1. Confidentiality
Maintain confidentiality for all areas of Autism NI, its staff and its work.  The nature of the work within the charity entrusts people with confidential information about autistic people, their families, carers and staff.  Any breach of confidentiality will constitute gross misconduct.

2. General Responsibilities
· To be aware of all Autism NI policies and procedures
· Co-operate with all Autism NI staff in maintaining good relationships with outside agencies and the general public. 
· Ensure that conduct within and outside work does not conflict with professional expectations of Autism NI.
· Actively support and promote Autism NI and all its policies including Equal Opportunities, Fair Employment, and Children & Vulnerable Adults.
· Co-operate with all Autism NI staff in maintaining harmonious inter-personal relations.
· Attend staff meetings and training as required.
· Ensure awareness and observation of Fire and Health and Safety Regulations as well as Data Protection.
· Ensure the respect, dignity and rights of privacy of service users/clients as far as possible.
· Participate in regular Management, Support and Development sessions with the CEO and staff for whom you are responsible.
· Carry out any other duties as are within scope, spirit and purpose of the job, the title of the post and its grading as requested by the Chief Executive.

NOTE: The job description reflects the present requirements of the post.  As duties and responsibilities change and develop the job description will be reviewed and subject to amendment in consultation with the post holder.



Head of Training and Development
Employee Specification

Essential:

· Degree level education or higher, in a relevant discipline.
· A minimum of 3 years’ experience in a management or supervisory role, including responsibility for the line management, support and development of paid staff.
· Proven experience of managing business development, sales or training services, including the achievement of revenue targets and key performance indicators.
· Experience of budget management, including planning, monitoring and reporting on revenue targets.
· Demonstrable experience of marketing and promoting services or products to increase participation, engagement and revenue.
· Excellent communication, negotiation and relationship management skills, with the ability to engage effectively with a range of stakeholders.
· Strong organisational and project management skills, with the ability to manage competing priorities and deliver results against targets.
· Sound knowledge and understanding of autism, learning disability and/or neurodivergence, including the challenges, support needs and opportunities for inclusion experienced by individuals and their families.                                                          
Desirable:	
· Experience of working within the autism, learning disability and/or neurodiversity sector, or a comparable field, supporting individuals, families, communities and/or service development initiatives.
· Proven experience of preparing, submitting and managing funding applications, including meeting funder requirements and reporting obligations.

Disposition:
· Ability to work within the mission, ethos and values of the organisation.
· Committed to Autism NI’s policy of equality of opportunity.

Pre employment:
All offers of employment are subject to satisfactory ACCESS NI check and references

Working conditions of this post are indicated below:

Travel
· Will be required to travel throughout Northern Ireland in order to deliver presentations, programmes or attend meetings.
· Will be required outside Northern Ireland to attend training or conferences.  

Anti-Social Hours
Occasional requirement to meet deadlines and attend meetings held outside office hours.

Working Environment
Autism NI Office.
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