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Job Description

	Authority:
	South Downs Leisure

	Section:
	Executive Management Team

	Post Title:
	Onboarding & Training Co-ordinator  

	Post Number:
	TBC

	Accountable to:
	Group Facilities Managers/Group Development Manager 

	Management responsibility for:
	New employees 

	Authority to liaise with:
	SMT 

	Meetings attended on a regular basis:
	Customer Service and Staff development meetings


Principal purpose of job (role summary)

· To organise and facilitate South Downs Leisure onboarding/induction procedures for new hires.

· Ensures that all new recruits are given a consistent positive message portraying the employer brand, the values and culture of SDL.

· To embed and sustain a culture of excellence through customer service

· To manage, monitor and evaluate training.

· To manage the modern apprenticeship scheme

Main duties, tasks and responsibilities of post holder

1. To work with Human Resources and managers on the employee lifecycle from recruitment, onboarding, career development, employee recognition & offboarding
2. Welcome all new employees upon their arrival and provide them with site and office tours, familiarising new employees with the brand and services along with their work environment.
3. Deliver the welcome pack along with uniform, equipment, and provide support in pc set up and logins.
4. Focus on creating a culture of customer service excellence, through delivery of customer service training, monitoring and evaluation  
5. Develop and deliver programs that focus on coaching, soft skills, leadership and management training.
6. Coaching managers to help drive employee engagement, high performance and retention.
7. Identify training needs and create a learning framework that aligns with business goals and budgets
8. Mange the Modern Apprenticeship scheme ensuring we have a continuous flow of apprentices starting each year and progressing to their chosen fields.
9. Monitor the performance management process, adhering to KPI’s/ completion rates for one to one meetings and personal development reviews
10. Undertake regular reviews of staff files to ensure that all appropriate information is maintained and up to date
11. Undertake such other duties as may reasonably be allocated to the post holder, which may involve providing assistance in any section of the department as may be required from time to time

12. Undertake any duties regarding health, safety and welfare at work, civil contingencies and business continuity which may reasonably be allocated to the post holder as a result of legislation, codes of practice or in-house policies

	13. The post will be required to work weekends and evenings for meetings and events as required.



	14. Always promote the service positively.



	
	


The post holder will be required to undertake such other duties as may be required within the grade and competence of the post holder.  Therefore, the list of duties in this job description should not be regarded as exclusive or exhaustive.
Duties will be set out in this job description but please note South Downs Leisure reserves the right to update the job description, from time to time, to reflect changes in, or to, the role.  The post holder will be consulted about any proposed changes.  Significant permanent changes in duties and responsibilities will require agreed revisions to be made to this job description.
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