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Role Mandate 
Job Title: 
Function /CFBU: 
Dimensions of the Job: 
 
Reports to: 
Location: 

 
Regional Training Co-ordinator 
Human Resources 
Co-ordination of training and compliance in conjunction with local Depot  
Management 
Operational Training Manager 
South of England 

Job Summary: 
 
                                                                                                                                              
 
 
 
 

 

To enhance the current and future capability of the depot teams through 

the design and consistent implementation of training solutions designed 

to drive high performance. Co-ordination of the activity of a group of 

Workplace Training Champions across the depot network. 

Responsibilities:  Participate in the analysis of the company’s training and 
development needs against agreed organisational goals, 
business and quality objectives 
 

 Facilitate Operational on-boarding, induction and job skills 
training for new starters and lead on the delivery of new, 
refresher and multi-skilling training 

 

 Support Depot Management in delivering bespoke training for 
individuals as a result of incident etc. as appropriate 

 

 Create and maintain highly detailed and accurate training 
materials, to provide high standards of training to the business, 
ensuring all training materials have been tested and approved 
before the training is delivered 

 

 Ensure all training delivered is recorded in an efficient manner 
providing  the Operational Training Manager and individual 
Depot Managers with regular updates of training delivered and 
planned 

 

 To act as the first point of contact for training related queries 
within designated region/depots 

 

 In conjunction with supervisors and managers provide feedback 
and coaching to staff and provide individual development as 
needed 

 

 Maintain knowledge of developments within appropriate areas 
of training to enable PHD to inform the development of best fit 
solutions 
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General  

 

 Demonstrates the Company’s values and behaviours that drive 
business performance, customer and quality excellence and 
engagement of our people 

 

Key Experience, 
Knowledge, Skills & 
Qualifications: 

Key Experience  
 

 Experience of the full training cycle in an operational 
environment, preferably multi-site within in a 
Distribution/Fulfilment Centre or manufacturing environment 

 

 Experience of converting Standard Operating Procedures / 
Work Instructions into training materials 

 

 Experience of coaching and mentoring front line staff in a busy 
operational environment 

 

 Experience of developing training materials which enable easy 
knowledge transfer to a variety of audiences 
 

 Evidence of experience in building collaborative relationships 
with operational line managers and front line staff, and able to 
effectively communicate with and influence at these level 

 
 
Knowledge and skills  
 

 Able to articulate through evidence-based examples their 
passion for learning and development and the difference it can 
make. 

 Pace, resilience and flexibility associated with a fast paced, 
multi-site and complex business; 

 Achievement orientated and able to deliver quality within tight 
timescales and whilst managing multiple initiatives; 

 Planning, organisation and presentation skills 

 Well-developed influencing ability, problem-solving, and 
analytical skills 

 
 
Qualifications 
 

 Certificate in Training Practice (CTP) or equivalent work 
experience 

Key Interfaces  Operational Training Manager 

 Other Regional Training Co-ordinators 
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 Depot Management Teams and Staff  

 Wider Learning and Development Team and HR colleagues 
 

 

 

 

Date Created | 
Reviewed: 

28th September 2018 

Business | Functional 
Lead Name: 
(CAPITALS) 
Signature: 
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HR Lead Name: 
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Signature: 
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