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JOB DESCRIPTION


1.	JOB DETAILS

Job Title:			Organisational Development (OD) Administrator
Location:			Bellshill, Edinburgh, Inverness, Irvine, or Thurso
Team/Directorate: 		Finance & People Services
Responsible To:		OD Business Partner	
Responsible For:		N/A

2.	JOB PURPOSE

The OD Administrator plays a pivotal role in ensuring the Organisational Development (OD) Team deliver an efficient and effective service which supports the organisation to achieve its objectives. This role will provide excellent customer service by providing first line advice and guidance to internal and external customers on all aspects of OD. 

This position will be involved with nearly all programs and services that relate to the organisation’s people service and will provide efficient and effective administrative support to the OD Team, wider organisation, and external customers.

3.1	KEY RESULT AREAS / PRINCIPAL DUTIES AND RESPONSIBILITIES

· Provide first line advice on OD policies and processes. 
· Coordinate and schedule OD opportunities.
· Build and maintain strong working relationships with external contacts such as training providers, system providers and venues, as well as internal stakeholders.
· Diarise learning opportunities, issue pre course information and maintain accurate training records on the HR system.
· Issue and collate employee surveys and reminders relating to the OD function.
· Provide support to employees accessing training through online mediums.
· Produce materials such as presentations, handouts, etc and facilitate basic training or guidance where required.
· Responsible for the day-to-day management of OD systems, providing support to line managers and employees with user and technical issues, escalating and liaising with internal and external support teams where necessary. 
· Responsible for effective data management on OD & HR systems and electronic records to enable accurate reporting and monitoring, in line with legislation.
· Record, monitor and report on OD completions within agreed SLA’s.
· Produce and analyse reports to support OD initiatives. 
· Provide HR & OD reporting for line managers as and when required.
· Raise and issue purchase orders.
· Code and process invoices and billing.
· Support the on boarding and induction process, including recording completion of checklists and first line advice. 
· Maintain an accurate organisation chart and communicate staffing changes across organisation.
· Communicate OD updates with staff across the organisation, through a variety of mediums.
· Facilitate staff engagement events and initiatives.
· Assist with applications for new external accreditations and any ongoing renewals.
· Contribute to the identification and implementation of process improvements across the OD department and wider organisation.
· Provide effective project admin support to the OD Team to facilitate the delivery of the People Strategy and Group strategic goals. 
· Support the OD Team in the delivery of new policies and procedures including supporting with staff consultation as required.
· Supporting line managers with guidance and expertise around the performance management process.
· Support the HR Team with ad hoc administrative duties and provide cover for the HR Assistant role as required.

3.2   	KEY PERFORMANCE INDICATORS

· Delivery of projects and reporting within agreed timescales.
· Training feedback surveys.
· LearnPro completions.
· Performance Management Goal Setting & Review completions.

3.3 	KEY CONTACTS – INTERNAL & EXTERNAL

· All staff of Cairn Housing Group.
· External suppliers such as training, service, and systems providers.
· OD staff within other RSL’s.

3.4	HEALTH & SAFETY

· Ensure that Health and Safety guidelines and fire regulations are strictly adhered to.
· Comply with safe working practices as defined by Cairn Housing Group.
· Complete online training as and when required.
· Take reasonable care for your own health and safety and that of others who may be affected by acts or omissions at work.
· Report any accidents, incidents or near misses as soon as reasonably practicable.

3.5 	GENERAL

· Apply the Cairn Housing Group values and behaviours to every aspect of the role at all times.
· Be aware of and adhere to Cairn Housing Group policies at all times.
· Take part in progress/performance reviews throughout the year.
· Cooperate with other Cairn Housing Group departments.
· Attend training courses and complete online training modules as required to meet the requirements of the post.
· Take responsibility for own personal development, seeking out opportunities to learn new skills.
· Undertake any other duties as requested by management which are reasonably deemed to be within the scope of the role.




PERSON SPECIFICATION

ORGANISATIONAL DEVELOPMENT ADMINISTRATOR

	CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualifications and specific training
	
	· Educated to HND, SCQF Level 8 or other relevant qualification.

	Experience
	· Experience of working in an administration-based role.
· Demonstrable experience of communicating with colleagues at all levels of an organisation.
	· Experience of working in a public service / third sector setting.
· Experience working with OD / L&D systems.
· Experience in an OD / L&D environment.
· Experience of interpreting information and presenting numerical data.

	Knowledge


	· Understanding of administrative activity.
	· Knowledge of OD or L&D function.
· Knowledge of the housing sector.
· Understanding of HR / OD processes and legislation.
· Understanding of the training cycle.

	Skills
	· Good verbal and written communication skills.
· Good organisation skills.
· Excellent time management skills.
· Good attention to detail.
· Proficient with Microsoft 365 tools.
· Able to handle confidential information with discretion.

	· Ability to organise, prioritise and plan workload efficiently.
· Ability to problem-solve and improve processes.


	Personal attributes




	· Collaborative – Able to work well with a range of people both within and outside of the organisation.
· Decisive Thinker – Able to analyse information quickly and provide efficient support to others.
· Empathetic – Understands the needs and attitudes of others and responds accordingly.
· Integrity – Maintains and promotes organisational, social, and ethical standards and values.
	· Digitally confident – Able to support others on their digital learning journey.
· Positive – Embraces change and passionate about organisational improvement and development.

	Additional requirements
	· Commitment to staying up to date with both OD and general administrative developments and best practice.

	




JOB DESCRIPTION AND PERSON SPECIFICATION AGREEMENT:

The above job description is not exhaustive but an indication of the duties the post holder may undertake and will be subject to review.



Post Holders Signature:						Date: 



Managers Signature:							Date:
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