[bookmark: _GoBack]POSITION DESCRIPTION


Position:	Training and Professional Development Officer, APS6

Location:	Any Commission Office
Reporting to:	Assistant Director, Training and Professional Development
Purpose of position:	As a member of the Training and Professional Development team coordinate, deliver and ensure the quality of learning activities and services for our regulatory staff.

Position Duties
· Learning and development solutions: Develops and delivers a wide range of effective learning solutions and programs for staff. This may include e-learning, face-to-face or virtual training, workshops, webinars, newsletters, experiential learning or peer-to-peer learning opportunities. 
· Continuing Professional Development (CPD): supports planning and coordinating of the CPD events for Quality Assessors.
· Environmental awareness: Stays informed of APS environment, emerging trends in best-practice learning, and Commission priorities.  Contributes this information to support development of effective team/group plans.
· Reporting: Collates, records and reports on learning activities and outcomes, providing both qualitative and quantitative information to track success and identify improvements. 
· [bookmark: _Hlk72744018][bookmark: _Hlk72744039]Positive working relationships: With both internal and external stakeholders.
· Travel: You may be required to travel in this role.
Key Relationships
Internal: 	Director Training and Professional Development, Training and Professional Development team, Engagement and Education group, regulatory group staff.
External: 	Government agencies, training providers, Health and aged care industry bodies, professional and other stakeholder representative organisations e.g. COTA, AAG. Health and aged care research bodies.
Financial Accountabilities:	Nil
People Accountabilities:	Nil
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Key Accountabilities 


· [bookmark: _Hlk72745873]Excellent written and verbal communication skills, including the ability to use these to develop productive working relationships with stakeholders. 
· Understanding of adult learning principles, and experience applying this to a wide range of learning solutions (including the use of Microsoft Teams).
· Demonstrated experience in project management. Experience leading projects that involve providers, consultants and contractors is preferred.
· Proven critical thinking, creativity and problem-solving capabilities. Experience using human-centred design principles and data to inform outcomes is preferred.
· Relevant qualification such Certificate IV in Training and Assessment is preferred.
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