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JOB PROFILE

	Job Title
	Training Programme Coordinator
	Reporting to
	Training Business Manager

	Division
	Glenmore Lodge
	Department
	Training



	Job Purpose

	The Training Development Officer will lead the development and growth of the school’s residential and youth programmes, creating high quality, inclusive provision that enhances learning, wellbeing, and personal development. The role also advises on partnerships opportunities, reviewing existing activity and investment with partners, and identifying new opportunities to extend impact and reach.

The postholder will collate EDI and impact assessment information to support effective evaluation and evidence based decision making, targeting National Centre impact.



	Resource Management

	Direct Reports:  0

Staff Reporting to Direct Reports:  0

Contractors:  Freelance Instructors (Schools/Youth Programme)

Level of Budgetary Responsibility:  0

Delegated Authority Level:  0



	Key Responsibilities & Accountabilities

	Programme Development

· Lead the design, development and continuous improvement of schools residential and youth programmes, ensuring high-quality, inclusive and impactful provision aligned with individual school priorities.
· Align provision with the requirements of the Schools (Residential Outdoor Education) (Scotland) Act 2026 and Curriculum for Excellence through Outdoor Learning guidance.
· Work with the Chief Instructor to ensure risk assessments and standard operating procedures align with Glenmore Lodge working practices.
· Support the delivery of programmes as required.

Partnership Development

· Support partnership development with governing bodies, third sector organisations and external partners to extend opportunities, impact and reach.
· Support partnership collaboration and advise the management team on emerging opportunities.
· Support the Events and Communications team with the organisation and delivery of partner events.

Review and Evaluation

· Systematically review schools, youth and partnership programmes, activities and investments to assess effectiveness, impact and value for money.
· Use evaluation findings and feedback to make evidence-based recommendations for continuous improvement.

Impact and EDI Monitoring

· Collate equality, diversity and inclusion (EDI) data and impact assessment information to inform decision-making.
· Support the management team in evaluating programme outcomes and demonstrating return on investment.

Reporting and Accountability

· Produce clear and accurate reports, updates and recommendations for the management team and relevant stakeholders.
· Demonstrate programme outcomes, impact and alignment with organisational objectives and strategic priorities.



	Knowledge & Experience

	Knowledge (Essential)

· Knowledge of the outdoor learning, sport and physical activity landscape in Scotland, including the needs of schools, young people and partner organisations.
· Knowledge of inclusive practice and approaches that support equality, diversity and inclusion in programme design and delivery.
· Knowledge of how to gather, interpret and present information to support monitoring, evaluation and continuous improvement.
· Good digital and administrative skills, including the ability to use standard IT systems to maintain records, analyse information and produce clear reports.

	
Experience (Essential)

· Experience of supporting the development and delivery of outdoor learning, sport or youth programmes that meet a range of participant and stakeholder needs.
· Experience of working collaboratively with internal colleagues and external partners to coordinate activity and support successful delivery.
· Experience of reviewing activity, gathering feedback or performance information, and using this to inform recommendations or service improvement.
· Experience of communicating clearly and professionally with a range of audiences, both verbally and in writing.

	
Qualifications

· Relevant outdoor qualifications to support multi-activity delivery and informed programme design, for example Summer Mountain Leader, CWI, RCI, Paddlesports Coach (Sheltered and/or Moderate Water), Paddlesports Touring Leader, BC Mountain Bike Leader or Archery Instructor.
· Full driving licence.




	
Key Competencies

	Leadership 

· Seeks clarity on behaviours that are expected of them and the team working with the manager to define and monitor those behaviours
· Supports others to understand the behaviours and values of the organisation and how they might demonstrate them
· Sometimes undertakes work not tasked but which is supportive of their own or team/business unit objectives

Judgement & Decisiveness

· Makes decisions following appropriate risk assessment, ensuring that safety is not compromised for the team
· Has the confidence to make a decision based on the information they have or after consultation with others
· Demonstrates that they know where to find the information that they need to make a decision for themselves and the team
Continuous Improvement

· Continually reviews work processes and practices to identify and implement improvements
· Responds to problems with an open mind
· Is keen to try new approaches or methods of working or to apply new technology
· Shares ideas with other team members and listens to the ideas of others
· Responds positively to challenges and constructive feedback from others
Planning & Organising

· Makes best use of their own time and resources
· Agrees realistic timescales for their own work
· Distinguishes between priority and non-essential tasks and plans accordingly
· Adapts to unplanned changes in workload and re-plans or prioritises accordingly
Results Focus

· Identifies and focuses on priorities in line with overall goals and objectives
· Tracks progress and resolves issues promptly if targets are slipping
· Maintains enthusiasm and commitment to deliver results, even when difficulties arise
· Builds personal credibility by taking responsibility and being accountable for their decisions at all times
· Understands the impact of their job on other jobs and related areas
Problem Solving

· Is able to interpret relevant information easily and understand what information will assist in developing a solution
· After implementation, evaluates the effectiveness and efficiency of the solution
· Asks the right questions to get the information and/or clarity that is required to understand the problem and create a solution

Working With Others

· Is aware of impact on others and co-operates with all areas of the organisation
· Can describe team/shared goals and works co-operatively with others to achieve them
· Identifies and seeks out key people in the organisation, building relationships for the benefit of current and future work
· Communicates in a well-structured, concise and clear way both verbally and in writing
· Deals confidently with others and is assertive when necessary

Performance Management

· Actively works with their manager to develop goals/objectives for themselves and their team
· Welcomes feedback and uses it to agree ways of improving the way they and the team work including behaviours
· Understands how they and their objectives relate to team and company goals
Developing Self & Others

· Reviews their progress against development activities and their impact with their Manager
· Provides clear instruction or guidance to others in areas of expertise, coaching/supporting them to achieve
· Welcomes feedback and provides others with constructive feedback to support improvements in delivering outcomes






