	Iranian and Kurdish Women’s Rights Organisation (IKWRO)

Training & Development Officer Job Description


Job Title:


Training & Development Officer

Salary: 


scale SO2, £27,917 - including ILW
Hours:


35 hours per week

Responsible To:

Director of IKWRO
General Purpose of Job
· To be responsible for the implementation, co-ordination and marketing of IKWRO training services in line with an agreed strategy under the direction of the Director of IKRWO
· To develop, expand and deliver the IKWRO’s training programme
Main Tasks & Duties
1. Training & Development

1.1 To develop and implement IKWRO training strategy and programme

1.2 To promote and market IKWRO training courses and events.  To be responsible for the drafting and production of all training materials, information and publicity materials

1.3 To coordinate the design and upkeep of the relevant website pages to ensure these provide up-to-date information about the training programme

1.4  To identify and develop new training courses in conjunction with legal housing, family issues and different form of violence including forced marriage and civil Act, honour based violence, female genital mutilation, early marriages, domestic violence, child protection, and equality legislation

1.5 To keep abreast of the latest development policy changes in relation to women asylum seekers and refugees and the work of IKRWO

1.6 To build positive professional working relationships with public, refugee, community and other agencies to consult on working practices and training opportunities
1.7 To monitor, evaluate, improve and update existing courses on a regular basis in consultation with the steering group and local authorities
1.8 To identify, develop and promote new public events such as local conferences, seminars and road shows  across London, and  UK
1.9 To produce reports for internal and external distribution.
1.10 To incorporate the use of volunteers through the delivery and administrative support of the training programme

2. Information & Knowledge

2.1    To acquire and maintain knowledge of gender and equality, violence against women including forced marriage, honour killings, female genital mutilation, domestic violence, children legislation and LGBT issues that influences the work of IKWRO
2.2    To ensure that training information concerning gender issues and LGBT issues are always kept up to date and reviewed continuously
2.3
To undertake or arrange for production of appropriate materials in Farsi, Kurdish, Arabic, Dari, Turkish and English in order to promote take up and awareness of the service provision amongst IKWRO’s service users.
2.4
In depth knowledge of diversity and equal opportunities issues 

2.5 
Awareness and understanding of cultural diversities of ethnic and refugee 
communities in UK

2.6 
Up to date knowledge of the rights and entitlements of asylum seekers and 
refugees

3. Monitoring & Administration

3.1    To work closely with administration and finance team to maintain the overall record keeping and project delivery
3.2 To ensure that monitoring procedures are followed and that monitoring is completed as a priority
3.3 To provide training evaluation monitoring to the Director
3.4 To provide report to the Director
3.5 To produce progress reports to funders and partner organisations
4. Liaison

4.1 To build links and establish working relationships with agencies relevant to the activities of IKRWO
4.2 To attend and represent IKRWO in meetings with other organisations as agreed by the Director
4.3 Establish and strengthen working relationship with the Refugee community organisations with a view to identify their needs and requirements

5. Other Duties 

5.1
To act at all times in the best interests of IKWRO 
5.2
To undertake appropriate training as identified with the Director
5.3
To participate in the induction of new workers

5.4
To participate in individual supervision meetings in line with the organisation’s policy

5.5     To attend internal and external meetings as required by the Director
5.6 To act in accordance with the organisation’s Equal Opportunities Policy, Health and Safety Policy, Code of Conduct and all other organisational policies and procedures

5.7 To carry out any other duties as may from time to time be reasonably required
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