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Job Description

	Business Area
	NY Highways Training Centre

	Post Title
	Highways Training Centre Manager

	Grade
	Grade 9

	Reports To
	Head of Learning and Development

	Date of Issue
	August 2025


Job Purpose

The NYH Training Centre will provide both specialist in-house training, as well as a commercial offering,  initially focussing on NPORS accredited courses.
The key function of the role is to provide strategic leadership and oversee the day to day operations of The Training Centre, ensuring delivery of high quality industry based / plant training and assessments in line with awarding body standards. You will be responsible for the development of The Training Centre’s internal and commercial strategies, as well as preparing and delivering both theoretical and practical training to operatives on a variety of plant machinery.
The Training Centre Manager will be responsible for the strategic planning of NPORS and other industry based accredited training, identifying the learning requirements of the workforce and ensuring business needs are met in line with regulatory standards.
The role will play an integral part in the development and oversight of the NY Highways Training Centre, including;
· managing resources associated with The Training Centre, including budget and people management responsibilities 
· development of an internal and commercial training strategy, allowing the business to deliver training to external partners on a costed basis contributing to NYH profit targets.
· being responsible for the development and delivery of training in line with industry standards and organisational needs
· delivering both generic and accredited training / assessments for the NY Highways workforce
· reporting on the performance of training delivery, ensuring quality standards are maintained and exceeded
Main Duties and Responsibilities

1. To develop and deliver on both internal and commercial training strategies.


2. To oversee and manage the day-to-day operations of The Training Centre

3. To deliver both generic and specialised plant training / assessments to both NY Highways employees and commercial partners

4. To develop relevant training materials in line with regulatory standards


5. Monitor learning of participants and review and improve learning content or delivery as necessary.


6. Create and adhere to an effective QA evaluation process to determine quality, return on investment, impact and effect of learning opportunities and programmes

7. To regularly report on training / assessment quality standards
8. Ensure the correct and timely submission of NPORS paperwork
9. Liaise with attendees and provide feedback to learners enabling further development of skills and knowledge
10. Actively pursue and deliver upon commercial training opportunities in line with the commercial strategy

11. Manage a range of Training Centre Resources including associated budgets

12. Ensure that the PDR process operates effectively within your team and that end of year and quarterly reviews are completed and submitted within the NY Highways timescales. 

13. Manage your team in line with all the NY Highways policies and procedures and ensure that employees are aware of their obligations under these.

14. Fulfil your health and safety management role as detailed in the NY Highways Health and Safety Policy, organisational statements, and procedures to ensure a safe working environment for yourself, members of your team and others who may be affected by your team’s activities.


15. Work in line with all NY Highways policies and procedures and be aware of the obligations for employees under these.


16. Behave according to the Employee Code of Conduct and be aware of employee responsibilities under the Code.
17. Behave according to the Behaviours Framework.

18. Comply with health and safety policies, organisational statements and procedures, report any incidents / accidents / hazards and take a pro-active approach to health and safety matters in order to protect oneself and others.

19. Undertake any other duties of a similar nature that may be required from time-to-time.
Person Specification

	Criteria No
	Criteria Description
	Essential (E)
	Desirable (D)

	Qualifications & Education

	
	A recognised leadership / management qualification or significant experience in managing at a strategic level.
	E
	

	
	Current and Valid NPORS Accreditation
	E
	

	
	Professional qualification / occupational competence in highways / construction training delivery
	
	D

	
	Level 3 Award in Education and Training
	E
	

	Knowledge & Experience

	
	Experience of developing and delivering plant training and assessments
	E
	

	
	In depth understanding of highways / construction health & safety requirements


	E
	

	
	Significant highways industry experience
	E
	

	
	Up to date knowledge of learning and development strategy and initiatives
	E
	

	
	Demonstrable knowledge of working to accreditation/quality system
	E
	

	
	Demonstrable knowledge and experience of commercial contract management
	
	D

	
	Experience of both leading and managing teams as well as working effectively as a team member

	E
	

	
	Experience of managing training resources/materials/equipment
	E
	

	Skills

	
	Ability to develop, deliver and evaluate high quality training solutions
	E
	

	
	Ability to effectively cope with conflicting and complex demands to achieve objectives despite setbacks and challenges
	E
	

	
	Excellent communication skills
	E
	

	
	Ability to forge professional relationships with colleagues and external partners with experience of negotiating and influencing decision making at a senior level
	E
	

	
	Customer focused – prioritising the needs of the customer to ensure a high quality of service delivery
	E
	

	Personal Attributes

	
	Able to work as part of a team
	E
	

	
	Flexible approach to working time arrangements
	E
	

	
	Willing to develop and undertake training
	E
	

	Other Requirements

	
	Full UK Drivers License – Ability to travel across the county
	E
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