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	Job Title:
	Training Coordinator
	Job Holder:
	TBD

	Division:
	Operations
	Grade:
	TBD


	Job Purpose:  

	To coordinate, maintain and assure effective training and competence management across Operations, ensuring that all production personnel are trained, competent and authorised to perform their roles in accordance with SEA procedures, quality standards and safety requirements.
The Training Coordinator is responsible for ensuring that training matrices are kept up to date by Cell Leaders, refresher training is planned and completed for all production staff, training standards are applied consistently across production cells, and new starters are brought to a defined level of competence before being permitted to work independently within production areas.



	Key Responsibilities:

· Coordinate and maintain training and competence matrices for all production areas, ensuring accuracy and currency.
· Work with Cell Leaders and Managers to ensure ownership and timely update of training records.

· Continuous improvement of training registers.
· Coordinate and maintain a network of nominated trainers within each production cell.
· Ensure training standards, content and delivery methods are consistent across all production cells.
· Work with Cell Leaders and Subject Matter Experts to define and maintain standardised training requirements for specific roles, processes and equipment. 

· Ensure cell‑based trainers are appropriately competent, briefed and supported to deliver training.
· Monitor and assure the quality and effectiveness of training delivery within production cells. 

· Develop and manage a refresher training plan for all production staff, aligned to role, risk, process and quality requirements. 

· Ensure refresher training is completed, recorded and evidenced. 

· Coordinate new starter induction and training pathways for Operations, ensuring individuals reach a defined and agreed level of competence before being permitted to work independently in production areas. 

· Support Cell Leaders in identifying training gaps, skill risks and coverage weaknesses. 

· Ensure training requirements remain aligned with build instructions, SOPs, OISs, quality requirements and process changes. 

· Maintain clear training records and objective evidence to support internal and external audits. 

· Support Operations and Quality during ISO / AS audits, providing evidence of training and competence management.
· Monitor and report training compliance, overdue actions and key risks to Operations Management.
Health, Safety, Environment and Security
· Ensure training content incorporates relevant health, safety, environmental and security requirements

· Promote safe working practices through effective training and competence assurance

· Ensure training supports defined risk controls and safe systems of work

· Challenge unsafe or unauthorised working practices arising from training or competence gaps

	

	Qualifications and skills: 

Essential:
· Experience working in a manufacturing or production environment

· Strong organisational and coordination skills with a high attention to detail

· Ability to work with operational teams and influence without direct line authority

· Clear communicator, comfortable working across all levels of the organisation

· Competent using training matrices, spreadsheets and document control systems
Desirable:
· Experience supporting ISO9001 / AS9100 environments

· Experience in training coordination, competence management or operational support roles

· Understanding of SOPs, work instructions and controlled manufacturing documentation

· Exposure to lean manufacturing, standard work or continuous improvement principles
Personal Attributes:
· Methodical and disciplined approach

· Pragmatic and solutions‑focused

· Confident in constructively challenging non‑compliance

· Credible and approachable on the shop floor

· Strong commitment to quality, safety and operational excellence

	

	Reporting Line

The jobholder will report to the
	Head of Operations

	Job Location


	Barnstaple

	Job Holder Declaration:

I accept the purpose and key result areas of my role with SEA are as outlined above.

Signature:​​​​​​​​​​​​​​​​​​​​​​​​​__________________________________________  Date: _______________
 

	Line Manager Declaration:

I confirm that the purpose and key result areas of this role are as outlined above have been agreed with me as line manager.

Signature:​​​​​​​​​​​​​​​​​​​​​​​​​__________________________________________  Date: _______________
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