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Position Description
	POSITION TITLE:
	Industry Trainer – Asset Maintenance

	ORGANISATION NAME:
	ICP Educational Institute

	ESA / SITE:
	Bendigo / Maryborough

	INTERNAL REFERENCE NUMBER:
	AssetMaintenance/ICP

	DATE PREPARED:
	25th August 2010

	REVIEW DATE:
	Friday 3rd September, 2010



1.0 
PRIMARY OBJECTIVE

To develop and implement industry training within nominated vocational area, to a variety of participants.  Promote and administer industry training to internal and external stakeholders.  Work within the organisational goals and meet day-to-day operational and training requirements within relevant frameworks.

2.0  
REPORTING RELATIONSHIPS


The position reports to: 
ICP Operations Manager 
3.0 
QUALIFICATIONS & EXPERIENCE (Key Selection Criteria)
Preferred Qualifications include:
· Relevant vocational qualifications at or above the desired training level

· Certificate IV in Training and Assessment

· Experience in the Vocational Education and training sector and demonstrated ability to administer and implement efficient and innovative training 

· Extensive knowledge of training packages, AQTF and Industry requirements

· Effective communication and interpersonal skills

· An ability to work both autonomously and within a team, using motivation and initiative

· Adequate administrative skills to develop training requirements using technology

· Extensive organisational and time management skills and a capacity to meet demands and timelines

· Demonstrated ability to identify and solve problems

· Genuine, enthusiastic and innovative approach to quality services and effective outcomes

4.0 
PERFORMANCE (Measurable Job Quality)
4.1 

Operational and quality compliance for training programs
· Implement and administer vocational and non-vocational training in accordance with the training calendar

· Ensure compliance with organisational polices and procedures and in accordance with the AQTF

· Prepared to travel to provide training if required

4.2  
Promotion and Marketing
· Promote vocational and non-vocational programs to internal and external parties

· Work collaboratively with other members of the training department to ensure correct and current information is utilised on promotional material

4.3  
Outcome Quality
· Ensure all relevant training is delivered in an innovative, enthusiastic and timely manner

· Where necessary, provide additional support and training for individuals

· Work collaboratively within the training department to ensure classroom attendance of participants.  Ensure correct process are followed and relevant paperwork completed to trail all participant activity

· Maintain sufficient resources for effective training delivery

4.4 
Budget Requirements
· Ensure the timely and effective implementation of training programs within budgetary requirements

· Where necessary, assist training department staff with the timely commencement and completion of funded programs 

4.5  
Other duties as directed by manager or supervisor


5.0 
APPLICATION DETAILS

Applications must include:

1. Completed Application Letter addressing key selection criteria and quoting position reference number
2. Curriculum Vitae/Resume

3. Name and contact details of three referees, who are not family members

Applications “Confidential Application” addressed to:

HR Manager
The Tracy Group
PO Box 13
Ballarat VIC 3350


Please note that email applications to eurekahr@tracys.com.au will be accepted, but applicants are encouraged to place a ‘read receipt’ on applications.

Applications close:

C.O.B. Friday 3rd September, 2010 
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