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Role definition

	Job title:
	Learning & Development (L&D) Administrator 

	Reports to:
	Learning and Development Manager

	Direct reports:
	None

	Business unit:
	BakerHicks
	Location:
	London 



Summary
	Are you passionate about optimizing learning experiences and driving training success? Join our team as an L&D Administrator and play a key role in streamlining training operations, processing employees' requests, and fostering strong partnerships with training providers and internal stakeholders. 
You'll be at the heart of administrating training sessions, evaluating their impact, and ensuring smooth logistics, all while maintaining an efficient Learning Management System (LMS). 
This role plays a pivotal part in supporting the overall L&D strategy by ensuring smooth operations, effective training delivery, and continuous improvement in training initiatives.



Key objectives
	· Enhance Training Efficiency: Streamline scheduling and administration of training sessions and programs.
· Monitor and Evaluate Training: Implement tools to measure the effectiveness of training initiatives. Export reports from the Training Academy to drive completion rate. 
· Support Employees with Training Requests: Assist employees in identifying their training needs, lease with training provided to administrate the booking process.
· Supplier Relationship Management: To secure optimal partnerships with training providers, ensuring competitive pricing and high-quality compliance and qualifications training



Principal responsibilities and accountabilities
	· Managing Training Requests: Handling and processing requests for training from employees and departments.
· Managing Booking Website: To ensure that all accounts with training providers are operational and that the booking platforms are efficiently utilized for booking training.
· Managing Expenditure: To coordinate purchase orders and serve as the primary point of contact for training invoices between providers and the finance team, while providing monthly expenditure reporting to the L&D Manager.
· Coordinating training logistics: Coordinating internal & external logistics for training sessions, including room bookings and equipment setup. Scheduling training sessions and managing communications with trainers and participants.
· Maintaining Training Records: Ensure attendance records are updated immediately after each training session to maintain accuracy. Issuing and uploading training certificates upon completion of courses.
· Evaluating Training: Collecting feedback to assess the effectiveness of training initiatives.
· Administration of the Training Academy (LMS): Ensuring all training content is accessible for new starters, and process enrolment for ILT sessions.

	




Person specification

Qualifications and training
	· Essential	GCSE Maths and English (minimum level 4 or equivalent) 
· Desirable	Level 3 qualification in Administration



Required Skills & Qualifications:
	Essential Skills:
· Strong organizational and time management skills.
· Excellent verbal and written communication abilities.
· Proficiency in LMS platforms and MS Office (especially Excel).
· Basic understanding of L&D processes and learning theories.
· Ability to manage data, generate reports, and analyze training effectiveness.
· Attention to detail and problem-solving skills.
Desirable Skills:
· Experience with project management and e-learning tools.
· Strong interpersonal skills with a customer-service orientation.
· Knowledge of instructional design and adult learning principles.
· Adaptability and a proactive approach to change.
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