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HR & LeaRNING anb
peveLoPmenT CO-0ORDINAaTOR

PRIMARY RESPONSIBILITIES

It is expected that you will take ownership of the following:

Co-ordinating the administration and logistics for all learning and wider organisational
development activities

Providing support for the development and maintenance of training programmes covering all
areas of training activity and ensuring a smooth training journey for all Neg Earth Lights staff
Maintaining new or changes in Job titles across the HRIS and Learning Management system
(LMS)

Ensuring new starters and leavers are correctly administered in the LMS and pre-onboarding
and onboarding learning paths are released in a timely manner

Co-ordinating feedback and working with managers to improve the quality of internal and
external training

Ensuring that all systems and documentation are kept up-to-date

Engaging with the wider Neg team as the main point of contact for all learning and
development queries

Ensuring all documentation, records and transactions are compliant with HR legal
requirements and Neg Earth Lights policies & procedures

YOUR SKILLS, QUALIFICATIONS & exXPerience

Prior experience in using HR and LMS systems

Excellent verbal and written communication skills

Strong interpersonal skills

Organised, with a very strong attention to detail with the ability to work accurately and
independently

Proficiency with IT, specifically Microsoft Office (Word, Excel, PowerPoint, Outlook)

Adaptable and able to succeed in a changeable environment

Confident with the ability to develop and maintain professional relationships at all levels within the
organisation, as well as with external providers
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