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JOB DESCRIPTION 
 
POST:   Training Administrator 
 

BASE:    Ellern Mede  
 

ACCOUNTABLE TO:  Human Resource Manager 
 
 
ELLERN MEDE RIDGEWAY 
Eating Disorders are extraordinarily complex illnesses that present with abnormalities in physical and 
psychological functioning. The physical complications have the potential to cause permanent damage and in 
some cases are life threatening. The causes are complex and multi-factorial, including genetic, neuro-
developmental and environmental influences. They require a comprehensive treatment programme including 
medical, psychiatric, psychological, social and educational interventions. 
 
Ellern Mede offers two treatment programmes, a Recovery Unit and a High Dependency Unit (HDU). We aim 
to stabilise patients’ physical and psychological states as rapidly as possible for transfer to step down service.  
The HDU admits patients whose illness requires more intense levels of clinical involvement and nursing.  The 
service is able to admit patients requiring treatment under mental health legislation. The aims of the services 
are to improve the patients’ health and dependency needs sufficiently for transfer to a regular eating disorder 
unit or to the community. 
 
POST OUTLINE 
Ellern Mede is looking for Training Administrator to undertake responsibility in all aspects of Learning and 
Development. The successful candidate should possess excellent interpersonal and communication skills 
including the ability to relate well to people on all levels with sensitivity, tact and diplomacy. This is a busy and 
dynamic post and will require someone who is highly organised and possesses excellent administrative skills, 
remains calm under pressure and can work to tight deadlines.  
 
Key Duties 
 

• Facilitating L&D administration including creating events, responding to requests for learning, 
recording training attendance and filing hard copies of training logs, collating and filing training 
evaluations. 

• Liaising with trainers to ensure that the schedule is accurate and reflective of their training 
requirements. 

• Collation of training and compliance metrics, preparing reports for auditors. 

• Liaising with HR and Line Managers to ensure that training is assigned to new starters and that the 
required training is scheduled during their start date. 

• Create records for new employees on MLC and train them as part of their induction. 

• Maintaining and updating the online learning platform (MLC). 

• Acting as the key contact for administrative queries from delegates and trainers during the delivery of 
online and face-to-face courses. 

• Assist the HR department with the coordination of L&D activities, as and when required. 

• Assist with the day-to-day operation of the HR office and any other duties within the accountabilities 
of the role. 
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• Support the smooth running of courses and event management 

• Maintain training records (e.g. trainee lists, schedules, attendance sheets) 

• Informing new starters about training dates, providing them with the schedule and ensuring they have 
received the link (training via Teams) prior to their training day.  

• Ensure accurate record keeping of all courses booked and attended  
 

 

 

Skills and abilities 

 

• Clerical and administrative skills 

• Ability to communicate effectively with internal and external contacts at all levels. 

• Ability to work to deadlines and within defined standards. 

• Ability to deal sensitively and appropriately with confidential information. 

• Ability to undertake research. 

• Strong attention to details. 

• Handling enquiries  

• Excellent Computer skills – Excel, Database, Word 

• Team player with a flexible “Can Do” attitude  

• Passionate, energetic, organised, open-minded, self-motivated 

 
 
Previous experience 
 

• Knowledge of general office practices and procedures 

• Knowledge of general IT systems and applications including spreadsheets, word processing and 

databases 

• Experience of producing letters and documentation using information technology 

• Experience of maintaining comprehensive records 

• Experience of prioritising workload, time management and dealing with conflicting priorities 

• Should be proactive team player with strong customer service and problem-solving skills. 

• Experienced in developing and supporting line managers through change. 

• An ability to maintain confidentiality and act with discretion and diplomacy is crucial. 

• Self-motivated and able to work under own autonomy or as part of a team. 

 
 
 
 
This job description is not intended to be exhaustive.  The post holder will be expected to adopt a flexible 
attitude to the duties which may have to be varied, subject to the needs of the service and in keeping with 
the general profile of the post.  
 
 
I understand and agree to work to the job description as contained within this document: 
 
Print 
Name   Sign  Date  
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Person Specification 
 
 

Attributes Requirements Method of Assessment 

Essential Desirable 

Qualifications GCSE, or equivalent, in English 
and Maths Grade C or above 
Chartered Institute of 
Personnel and Development –
member 

Degree in HR or 
equivalent 

Application 
To be verified at 
interview 

Experience Experience  
• Competency interviewing and 
selection skills  
• Experience of working with 
Microsoft packages including 
word, excel and power point.  
• Experience of delivering high 
quality customer care 
Database management 
Previous experience in 
Human Resources or 
Learning and Development 

Experience working in a 
L&D environment 

Application 
To be verified at 
interview 

Knowledge 
 

 Basic employment law 
knowledge is desirable 
 

L&D systems 
knowledge 

Application 
To be verified at 
interview 

Skills Excellent English language and 
good communication skills. 
Good organisational and 
administrative skills, including 
prioritising. 
Computer skills. Able to work 
effectively in a team. 
Comprehensive reporting skills 
(verbal and written)  
Ability to handle sensitive 
information and maintain 
discretion at all times 

 Application 
To be verified at 
interview 

Additional / 
personal 

Motivated / Enthusiastic/ 
Creative, Compassionate, 
Flexibility, approachable, 
sensitive and accessible 
Good time management 
Satisfactory health history 
DBS clearance 
Good references 
Highly motivated and reliable   

High level of self-
awareness  

Application 
To be verified at 
interview 

 
This job description describes responsibilities, as they are currently required. It is anticipated duties 
will change over time and the job description may need to be reviewed in the future. All staff have a 
responsibility to participate in and contribute to their own development and the development of any 
staff that they are responsible for appraising. 


