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Training Team                                   
Senior Training Coordinator 

Reports to  Operations Manager, Training Team 
Hours   37.5 hours per week 
Salary   Band C: £23,141 - £29,452 dependent on experience 
Contract   12 months fixed term  
Location       Bristol (home during Covid Pandemic) (with occasional travel across UK) 
Benefits  A generous package including 25 days holiday per year plus public holidays, employee 

pension scheme with 4% employer contribution, Cycle2Work scheme, 365 days a year 
Employee Assistance Programme.  

 
 

Purpose 
The Senior Training Coordinator will provide effective and efficient co-ordination of resources and 
support for the Training Team and the learners across all of SafeLives’ training programmes by 
effectively leading, line-managing and motivating a small team of Training Coordinators.  
 

Position context 
SafeLives’ Training Team develops the knowledge and skills of professionals responding to victims and 
survivors of domestic abuse, whether adults, young people or children. The programme includes sector-
leading accredited training - foundation and expert courses - for independent domestic violence 
advisors (Idvas) and independent domestic abuse advocates in Scotland (Idaas), independent sexual 
violence advisors (Isvas), domestic violence and abuse outreach workers, and other frontline workers 
who come into contact with people experiencing domestic abuse. This includes the delivery of Domestic 
Abuse Matters, a change programme for police officers and staff in England, Wales and Scotland. 
 
SafeLives is very proud of its reputation for high quality training programmes, and your role in 
maintaining our standards and delivering for learners will be vital. The successful post holder will 
support a wide range of internal and external stakeholders. You will get an insight into all the workings 
of a charity which is well regarded and innovative and will support colleagues and learners to fulfil our 
values; rigorous, human and brave.  
 

Responsibilities 
 
1. Work closely with the programme’s lead trainers to assist in the development and planning process 

for delivery of training and meetings, creating and monitoring work-plans, diary and travel 
management. 

 
Be the overall lead for all related logistics (booking trainers, guest speakers, learner management, 
venues, catering, accommodation, travel) and create a yearly training calendar/tracker/uber to 
reflect activity. 

 

2. Work with lead trainers to produce quotes, contracts and invoices and administrate the relevant 

paperwork.  

 
3. Ensure provision of on-going support for learners throughout the training and assessment process, 

including close monitoring of coursework submissions to ensure learners can attend training; 
administration of registering learners; recording results with the SQA/OCN within specified 
timeframes. 
 

4.  Maintain accurate recording and reporting of training/project delivery, including tenders, budgets    

 and reports for both internal and external stakeholders. Ensure all paperwork is filed correctly for   

 the auditors.  
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5.  Support TCs to research and source venues/accommodation and agree rates within set budgets. 
 
6. Work with the Resource Coordinator to ensure materials are produced (including printing, 

photocopying & collating) and distributed to the appropriate parties within specified timelines. 
 
7. Contribute to improving the Training team’s co-ordination and administration   

by establishing/maintaining/reviewing/updating operational procedures. 
 
8. Support TCs to maintain the online learning centre (Moodle) with information relevant for training  

courses and update relevant SafeLives webpages. 
 
9.  Assist with ensuring that SafeLives training accessible and inclusive to everyone. 
 

Senior Training Coordinator responsibilities 
Line management of a small team 
 

1. Provide the day to day management and supervision of a small team of Training Coordinators 
2. Ensure that the training operations team is supported to provide adequate resources: materials, 

travel, venue, catering and delegate management  
3. Oversee recruitment, training and development of team members  
4. To conduct regular support and supervision meetings and appraisals with team members, to 

support continuous development of individuals  
5. Motivate and support members of the team to meet their objectives 

 
Relationship management of Associate Trainers  
 

6. Oversee and coordinate the operational and relationship management of the wider pool of 
SafeLives Associate trainers  

7. Coordinate the administration of contracts and observation days for all Associates               
 
General activities  
8. Monitor/distribute and respond to training queries via the training email inbox and general telephone  

    queries. 

  

9. Proactively keep expenditure to a minimum without infringing on the high quality of delivery. Have a  

      keen eye for opportunities for pro-bono or low-bono support in terms of venues and other costs we    

      incur. 

  

10. Maintain and develop good working relationships with SafeLives’ associate trainers and partner   

      Agencies. 

  

11. To undertake any other duties commensurate with the general level of the Senior Training   

       Coordinator role as required by your line manager or SafeLives. 

 

Person specification 
 
(E= essential, D= desirable) 
 
Experience 
1. Experience of working in a projects-based team. (E)  
2. Experience of team leadership and line-management (E) 
3. Experience in training/event co-ordination. (E) 
4. Experience with the use of online learner management systems (experience of administrating such 

systems (ideally Moodle) (E) 
5. Experience with the use of e-learning technology (experience of administering such systems – 

ideally Articulate – would be desirable) (D) 
6. Strong track record of building and maintaining good relationships with a range of internal and 

external stakeholders (E) 
7. Experience of developing, monitoring and reporting against costing tools and budgets (D) 
 
Skills 
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1. Good customer service skills, including experience of issue management (E) 
2. Advanced skills in Microsoft 2010 - in particular Word, Excel and PowerPoint (E) 
3. Attention to detail (E) 
4. Ability to give clear instructions and explain procedures (E)  
5. Proven track record of ability to plan, prioritise, use own initiative and meet multiple deadlines (E) 
6. Excellent writing and editing skills including minute-taking (D) 
7. Demonstrable ability to identify and manage risks and issues (E) 

 
 
Competencies 
Innovation and creativity 

• Looks for ways to improve current practice 

• Tries out new ideas, working practices and technologies to improve own ways of working 
 
Teamwork and collaboration 

• Understands the benefits of teamwork and contributes willingly 

• Works towards shared objectives 

• Shows flexibility and works with collective decisions 
 
Communication and relationship management  

• Uses appropriate techniques to influence others 

• Communicates professionally internally and externally, both written and verbal 

• Builds good relationships with a range of suppliers and external stakeholders to improve service 
delivery 

• Maintains confidentiality 

• To engage in a constructive and effective way with all survivors of abuse, through calls to the office, 
Pioneer interaction, colleagues and any other interaction we have in our day to day work 

• Undertake any other duties as may reasonably be required. 
 
Self-management 

• Plans and prioritises work effectively, with the ability to manage complex projects and multiple 
deadlines 

• Takes responsibility for own workload. 

• Is solution rather than problem focussed 

• Flexible approach when dealing with colleagues and external stakeholders 
 
Goal orientation  

• Demonstrates an understanding of how their own role contributes to achieving SafeLives’ goals 

• Is responsive to change which helps achieve goals 

• Pursues tasks/goals with energy, drive and need for completion 
 

Equality and Inclusion 
SafeLives is committed to providing equal opportunities for all, irrespective of age, disability, race, sex, 
religion/belief, sexuality, gender identity, marital/civil partnership, pregnancy/maternity and working 
patterns. We are keen to have staff that appropriately represents all the communities we serve as an 
organisation. 
 

Lived Experience  
We believe there is no ‘them and us’ in domestic abuse and recognise that applicants may have direct or 
indirect experience of their own, whether disclosed or not. We are committed to placing lived experience 
of domestic abuse at the heart of all we do, and colleagues who chose to share their personal expertise 
can do so openly and with organisational support.  
 
If there is any discussion during the recruitment process regarding a candidate's personal experience of 
domestic abuse, it will be treated confidentially and will not be shared outside of the interview 
panel/Human Resources. 
 

 


