
	

JOB DESCRIPTION

	Job Title:
Directorate & Section/Unit:

Reporting to:
Responsible for: 

	Learning & Organisational Development (L&OD) Coordinator
Chief Executives Unit
L&OD Team Leader
N/A

	
Salary Grade:	
DMA Management Level: *
DMA Span of Control (Direct Reports): *
	
Scale 5
Frontline




Our People Values:
To uphold and act in accordance with Worcestershire County Council's (WCC) values.
· Customer Focus – Ensure delivery of a high-quality service which meets the needs of customers.
· Can Do Culture – Be proactive to achieve excellence, finding solutions and creative ways of working.
· Freedom within Boundaries - Make constructive change through cohesive decision making, ensuring services are responsive.

Purpose:	

To support administration, co-ordination, and sign posting on Learning & Organisational Development (L&OD) enquiries and processes across all Directorates. To be the point of contact for queries, and to liaise effectively between HR, L&OD, Health & Safety (H&S) and Communications and colleagues throughout H&S, Communications and wider WCC. To provide coordination of activities and schemes of work between HR, L&OD, H&S and Communications. 

Main Activities & Responsibilities:	
· Work with colleagues to ensure relevant processes, strategies, policies and projects are understood effectively within the organisation. 
· Contribute to effective collation of regular data collection, maintain data associated with L&OD activity and its connection to HR.
· Deliver high quality and responsive service to colleagues. 
· Co-ordinate the delivery of ad hoc projects/research/reporting as required.
· In discussion with your manager, allocate and highlight queries, concerns and contacts to relevant leads, which are above first point of contact signposting and resolution. 
· Support the delivery of day-to-day advice and guidance in a timely, professional and resourceful manner. 
· Coordinate workstreams, projects and tasks across HR/OD such as supporting performance management processes and Your Voice survey. 
· Support the wider HR/OD function in aspects of work required to deliver the complete service efficiently. 
· Provide a dedicated first point of contact for all managers to provide information, support, advice, guidance and solution-based sign posting.
· Support the delivery of developmental growth/ skills/knowledge enhancement of managers through support and training L&OD governance and processes, relevant L&OD systems, forms and policy interpretation.
· Organise HR Senior Management Team, Directorate Leadership Team (HRSMT/DLT) meetings.
· Take minutes / notes in meetings when required.
· Collate and escalate to manager where there are repeated instances of systems failures or issues raised with processes which are not being resolved. 
· Develop and maintain effective relationships within the wider HR/OD team for consistent and supportive teamwork approach. 
· Build and develop further lists of resources to add to L&OD webpages and guidance.
· Review and manage the inboxes for L&OD emails where required.
· Attend relevant training for personal and professional development within areas of L&OD as necessary.
· [bookmark: _Hlk63412802]Support with general administrative tasks and project planning in collaboration with L&OD and wider HR.
· Facilitate and support the planning and delivery of L&OD communications in partnership with Communication colleagues.
· Support with drafting, formatting and editing reports. 

Generic Accountabilities:	
· To maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities and encourage and support staff in their development and training.
· To undertake other such duties, training and/or hours of work as may be reasonably required and which are consistent with the general level of responsibility of this job.
· To undertake health and safety duties commensurate with the job and/or as detailed in the Directorate’s Health and Safety Policy
· The duties described in this job description must be carried out in a manner which promotes equality of opportunity, dignity and respect for all employees and service users and is consistent with the Council’s Equality, Diversity and Inclusion Policy

Contacts:
     In all contacts the post holder will be required to provide good levels of professionalism and customer service to the Directorate and the County Council as well as maintaining constructive relationships.

Internal: Elected Members, Directors, Heads of Service, Senior Managers, Management Teams, HR staff, Managers & staff across all directorates, Project Staff

External: ICS and ICB partnerships, local community groups and representatives, local and national charities with whom we engage, various residents or individuals who collaborate with us through engagement activities, West Midlands Equality groups, peers from local authority equality groups, faith groups, support providers for under-represented groups, advocacy groups etc. 
  
Additional Information:	
· The Council reserves the right to alter the content of this job description, after consultation to reflect changes to the job or services provided, without altering the general character or level of responsibility.
· Reasonable adjustments will be considered as required by the Equality Act.

Author:	Jules Perks 			Date: 02 February 2026 		Date of grading confirmation: 24 February 2026	
Head of L&OD 
















PERSON SPECIFICATION


Job Title: 				Learning & Organisational Development Coordinator
Directorate & Section/Unit: 	Chief Executives Unit
Salary Grade: 			Scale 5

EXPERIENCE: (Of delivering outcome/objectives/service improvements etc, not just time served)

· Significant experience and ability to work with conflicting priorities and manage time and capacity levels.
· Significant experience and understanding of how to deliver good levels of customer interaction and service.
· Significant experience of maintaining records or data in a useable format (or reporting)
· Significant experience of maintaining records or data in a useable format (or reporting)
· Considerable experience of sharing best practice, knowledge and principals within a local authority or similar environment relating to processes and practices. 
· Considerable experience of working effectively with customers, stakeholders and external suppliers. 
· Considerable experience of coordinating multiple tasks, projects and activities at the same time to meet deadlines.
· Considerable experience of diary management, note taking and electronic record keeping.
· Experience of providing advice or guidance on a range of subjects
· Experience of working on projects, able to plan, schedule, review objectives versus deliverables 
· Experience of extracting and collating statistical information

It is desirable that the post holder has:
· Some knowledge or understanding of working in HR, L&OD, or similar setting within a public sector employer. 

KNOWLEDGE, SKILLS AND ABILITIES:

It is essential that the post holder has:
· Evidence of delivering outstanding customer focus 
· Ability to adapt to changing priorities and manage own workload. 
· Detailed knowledge of data trend analysis
· Detailed experience of designing and manipulating data.
· Able to support in planning events, activities and coordinating others. 
· Able to digest and interpret information to relate to wide audiences.
· Excellent communication skills including the ability to present information to a variety of audiences. 
· Proven ability to work in collaboration and flexibly to meet deadlines. 
· Self-motivation with ability to plan and manage workload, work to targets or timeframes.
· Good organisational, planning and time management skills
· Ability to engage & motivate customers. 
· Proven ability to work on own initiative.
· Evidence of good analytical skills, including the use of Excel to produce statistical data
· Listens effectively and able to act on a variety of instructions.
· Ability to undertake and co-ordinate small projects.
· Ability to work to deadlines and within defined quality standards.
· Ability to deal sensitively and appropriately with confidential information.

QUALIFICATIONS/TRAINING & DEVELOPMENT:
It is essential that the post holder has:

· A level 4 qualification or equivalent compensatory experience 
· Level 2 qualification in IT packages and systems or equivalent evidence of excellent IT skills in Microsoft Office and packages

It is desirable that the post holder has:

· A recognised customer service qualification or equivalent demonstrable experience 

ADDITIONAL INFORMATION

It is essential that the post holder has:

· A commitment to providing a consistently high standard of customer service. 
· A positive and pro-active attitude to the provision of the service whilst consistently being initiative driven.
· A professional, friendly, enthusiastic, positive and can-do attitude
• 	Commitment to on-going personal and professional development 


Author:	Jules Perks 			Date: 02 February 2026 		Date of grading confirmation: 24 February 2026	
Head of L&OD 
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