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Job Description 
   

Objectives 

 
Reporting into the Head of Learning and Development, you will be responsible for organising internal and external 
training programmes to meet specific training needs to address competency gaps across the company. 

Your opinion is valued in improving our records/activities and in the development of new systems and procedures to 
improve performance and efficiency. 

Responsibilities 

Responsibilities include, but are not limited to; 

 Mapping out training plans and schedules, designing and developing training programs across sales and 
service plus supporting departments. 

 Choosing appropriate training methods per case (virtual, simulated, mentoring, on the job training, 
professional development classes, etc) 

 Market available training to employees and provide necessary information about sessions 

 Conduct organisation-wide training needs assessment and identify skills or knowledge gaps that need to be 
addressed. 

 Design, prepare and order educational aids and materials 

 Assess instructional effectiveness and determine the impact of training on employee skills and KPI 

 Gather feedback from trainers and trainees after each educational session 

 Partner with internal stakeholders and liaise with experts regarding instructional design 

 Maintain updated curriculum database and training records 

 Manage and maintain in-house training facilities and equipment 

 Maintaining accurate training records 

 Be vigilant for possible fraudulent activity and if necessary raise a security incident report using the template 
accessible via the corporate Intranet. 

 Periodically review Daisy Security Policies – centrally hosted on the Intranet - to ensure full compliance with 
current legal, regulatory and company requirements. 

 Carry out any ‘ad hoc’ assignments as and when required. 

 To be compliant with health and safety company policy and legislation. 
 

Knowledge, Skills, Experience 

 Previous training administration experience 

 Good knowledge of Training Needs Analysis 

 Excellent organisational skills and ability to work to deadlines 

 Excellent communication skills (both verbal and written) 

 Good planning, organisational and problem-solving skills 

 Proficient in Microsoft Office 

 Team player able to take direction from various sources within the business whilst being able to priorities 
accordingly 

 Strong organisational skills and ability to record data and follow the reporting requirements of the role without 
prompting. 

Job Title: 
Reports to: 
Department: 
Hours of work: 

Learning and Development Coordinator  
Head of Learning and Development  
Learning and Development  
Monday to Friday, 08:30am/09:00am – 17:00pm/17:30pm 
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 Ability to work on own initiative and unsupervised - Proven track record of being able to 
work with confidence and un-supervised 

 

Working Location/Environment 

 
The role is based in Nelson, however any applicant must be aware that regular travel 
and the occasional overnight stay will form a requirement of the role. This is due to 
requirements to develop team members in other Daisy locations.  

 


