
 
 

Training and Assessing Officer 

Location:  London West –Wembley/Harrow    

Department: Patient Transport   

Salary:      £24,000 - £28,000 (dependent upon experience) 

Reports to:      Head of Learning and Development 

 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
MAIN DUTIES AND RESPONSIBILITIES 

1. To review training modules/courses to ensure they meet the needs of a job profile. 
2. To develop training to meet both the statutory and non statutory training required for all job roles within the company. 
3. To develop training modules/courses to meet the requirements of the company and in line with the industry occupational standards. 
4. To develop assessment strategies to assess knowledge and competencies across all levels of training programmes. 
5. To deliver training and assessments in line with Falck training programmes. 
6. To deliver training to meet the individual needs of learners 
7. To deliver a range of teaching methods ensuring the delivery style is appropriate for the subject being delivered. 
8. To deliver training and assessment which ensures the principles of equality and diversity are maintained. 
9. To participate in regular reviews including observations of teaching and assessment. 
10. To engage in standardisation meetings for training and assessment activities to ensure the same standard of training is delivered by the team to ensure a consistent approach is 

followed. 
11. To be able to give feedback where performance is not meeting the required standards with a view to seeing what support can be offered. 
12. To work with the training coordinator to ensure earners are provided with pre course material or are aware of any pre course preparation in good time before a course. 
13. To monitor attendance of learners on courses and feedback to the Training Coordinator. 
14. To capture course feedback and with the Head of Learning and Development ensure changes are fed through to training delivery. 
15. To take an active role in staff recruitment supporting with Assessment Day including Manual Handling and Driving assessments as well as presentations and interviewing on the day. 
16. To ensure all record keeping is completed correctly and in a timely manner and retained correctly for future reference and review. 
17. To deliver regulated qualifications within the awarding body framework, upholding their policies and procedure. 
18. To ensure all training equipment is audited on a regular basis and any gaps or missing equipment is identified and reported. 
19. To demonstrate continuous professional development to enable quality and up to date training. 

 

ROLE OVERVIEW 
Under the supervision of the Head of Learning and Development you will be responsible for developing , delivering and reviewing a range of training 
and development activities, including both non-clinical and clinical training and development to all staff working within the company.Other duties 
will include carrying out assessments for a range of accredited and non –acredited qualifications. 
In addition you will support with pre employment assessments. 
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GENERAL 
1. To ensure that statutory regulations and organisational policies and procedures are implemented and adhered to at all times  
2. To take part in staff development programmes and annual development reviews and/or undertake further training if and when required  
3. To act at all times in a manner consistent with legislation, policy and procedures in respect of Equality and Diversity. 
4. To work to the values of the organisation and display high standards of integrity and professionalism towards clients and colleagues  
5. To continuously develop and update own knowledge and skills within the job role and contribute to setting own work objectives.  
6. To undertake any other duties relevant to the post as may be assigned from time to time which are consistent with the post.  
7. You are to ensure that you maintain up to date Company policies and procedures. 
 
 
KEY COMPETENCIES 

1. Experience of working within the Health Care sector delivering care on an ambulance. 
2. The post holder must have L3 Award in Education and Teaching or equivalent or able to evidence a wide range of teaching and assessing. 
3. Evidence of developing training programmes 
4. Evidence of delivering First Aid qualifications 
5. Be able to demonstrate excellent and effective communication skills 
6. To be able to present clear oral and written presentations  
7. The ability to work as part of a team and also independently 
8. Have experience of delivering training  and assessment for an Awarding Body 
9. Must have a full UK driving Licence 
10. Must be able to travel to other sites to deliver training as required 

 
 
NAME ____________________________________ 
 
 
SIGNED  ___________________________________ 
 
 
DATED   ____________________________________ 
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