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Role Specification: Staff Trainer 
 

 
Line Management: 
 
The Staff Trainer reports to the Head of Recruitment and Staff Development 
 
 
Position Summary 

 
• To deliver training sessions as per the training schedule, to all staff at Bright Care. 
• To help retain quality care staff by indentifying and proactively addressing all the 

training and personal development requirements within the care work force. 
• To help retain and support office-based staff, by helping with their development in the 

company. 
• To work effectively alongside the Registered Branch Managers and office team in 

setting up the initial and on-going training sessions for Bright Care staff by following 
Bright Care systems and procedures. 

• To deliver excellent customer service by providing training and support to Bright Carer 
staff by having a positive, “can-do” attitude and a commitment to our clients’ best 
interests. 

• To set an outstanding example of professionalism to Bright Carers, by promoting the 
very best attitude and care standards to which they can aspire. 

 
Responsibilities 
 
Co-ordinating Training 

1. Working closely with branch teams to identify training needs for staff. 

2. Using Bright Care calendar system to schedule training. 

3. Liaising with the Registered Branch Manager and or the Care Managers for 
scheduling the training and or delivery of the training and updating the 
logs/systems. 
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4. Communicating the organised training sessions to Care Managers and RBM’s 
effectively and handling all enquiries associated with it. 

5. Continually reviewing and updating the Bright Care in-house training package with 
the Bright Care policies and procedures if applicable and in line with the Care 
Inspectorate’s legislation if required. 

6. Responsible for successfully fulfilling further and on-going training needs for Bright 
Care staff followed by requests from branches, to upskill and enable staff to 
provide the highest possible standard of care to a client. 

7. Identifying all training requirements for Bright Care staff or wishes expressed 
during their supervision by working closely with the Registered Branch Manager 
and Care Managers and organising the training either through the in-house 
training system or the e-learning system. 

8. Identify any special needs/conditions of clients, and identify appropriate courses, 
internally or externally to Bright Care. 

9. Ensuring all staff who attends the training have signed the training attendance 
sheet and following the training the CRM system is updated accurately.  

10. Support branches with monitoring e-learning progress for all staff at Bright Care.  

11. Responsible for organising in house training certificates for all the Bright Carers 
who have successfully completed any training. 

12. Responsible to identify Bright Carers who are interested in pursuing their career in 
Bright Care and support them to achieve higher care qualifications such as SVQ or 
HNC.  

13. Responsible for effectively reporting activities, issues, disciplinary problems, client 
and Bright Carer concerns, and all other pertinent information directly to the 
Registered Branch Manager. 

14. Responsible for assisting the Head of Recruitment and Staff Development in 
keeping all operations manuals up to date and accurate. 

 
Delivering of In-House Training 

1. Responsible for understanding and gaining a thorough knowledge of all Bright 
Care’s training packages. 

2. Training must be delivered in a professional manner with real life examples, should 
be inviting and engaging. 

3. Responsible for organising refreshments during training sessions, including lunches 
for all day training. 

4. Provide any relevant feedback to the Registered Branch Manager or Care 
Manager, with regards to Bright Carer training. 
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5. Responsible for collecting feedback at the end of each training session delivered 
and taking relevant actions. 

 
External Training 

1. The Trainer is responsible for sourcing and booking in extra-curricular training 
packages using external trainers, where needed 

2. Handling potential customer enquiries in a professional and proactive way. 

 

E- Learning Platform 
1. Responsible, alongside the COA, for setting up profiles for Bright Care staff e-

learning which has a wide variety of further training and support resources. 

2. Give clear and concise instructions about the e-learning system to Bright Care 
staff, explain how to access their learning as well as policies and procedures. 

3. Creating and issuing certificates for relevant courses upon successful completion 
of the module or a course. 

 

Feedback and Communication with Care Workers 
1. Responsible for processing Bright Carer feedback from all the training sessions. 

2. Make improvements immediately where applicable and communicate progress to 
Bright Carers.  

 

SVQ’s 

1. The Trainer will work closely with Registered Branch Managers and Care Managers 
to identify suitable and enthusiastic candidates for SVQ 2 in Health and Social 
Care. 

2. Ensuring that all candidates put forward for their relevant SVQ have completed 
their relevant skills scan. 

3. Arrange initial meetings for induction between assessor and SVQ candidates.  

4. Be available to support Bright Carers throughout their SVQ journey, by setting up 
1:1 or group sessions as appropriate. 

 
Reporting 

1. The Trainer will be responsible for effectively reporting activities, issues, client and 
Bright Care staff concerns, and all other pertinent information directly to Training 
and Staff Development Manager 

2. Responsible for reporting to the Head of Recruitment and Staff Development on all 
the duties listed above on a regular basis. 
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Technology 

1. Confidently operate all company electronic software systems and be able to coach 
others on the use of these too. 

2. Ability to confidently create PowerPoint presentations and well-presented Word 
documents 

3. Ability to electronically type documentation with a high degree of accuracy and 
speed 

4. Confidently use e-mail to communicate daily.  

 
Communication and Participation 

1. Communicate all training and operational issues directly to the Head of 
Recruitment and Staff Development in a timely manner. 

2. All communications, whether verbal visual or written, for internal or external use, 
must be conducted in a professional tone and context, and according to any 
applicable and existing company policies and standards. 

3. Engage with colleagues, managers and the company in a positive manner and 
openly give feedback and participate in shaping Bright Care’s future development 
plans. 

4. Attend and participate in branch meetings and company meetings as directed. 

5. Participate in supervision sessions by measuring your performance, reflecting on 
your practices and continuously seeking to improve and enhance the quality of our 
service and your working practice. 

6. Comply with the company’s reporting procedures as dictated by company policies.  

 

Relationships 

1. Actively develop and maintain meaningful and professional long-term 
relationships with all staff at Bright Care, at all branches.   

2. Be committed to working unitedly with Bright Care and adding value to our 
service. 

3. The Trainer must support their colleagues and work unitedly as a team to ensure 
we provide excellent customer service and have a dedicated workforce. 

 

Presentation and Professionalism 

1. The Trainer represents the company in all training sessions and therefore must 
always be of a presentable and professional appearance. 

2. Bright Care assumes professional appearance as being formal business wear. 
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3. The trainer must be able to confidently and positively represent Bright Care at 
public meetings, events and external conferences. 

 

Training and Development 
1. Be an active participant in our Bright Care Academy, undertaking a full induction 
      programme providing you with the skills and competencies to meet the     
      requirements of your role. 
2.   Be proactive in the advancement of your training and skills base by seeking   
      opportunities for personal and professional development. 
3.  Attend meetings and mandatory training as requested by the company. 

 
Personal Profile: 
 
Qualifications: 

1. Knowledge of legislation requirements in the care sector. 
2. Proficiency in English 
3. Excellent planning and organisational skills 
4. Proficient computer skills and operations of software systems. 
5. Have, or be willing to work towards, the required train the trainer certificates 

relevant to your role.  
6. Willingness to undertake job related training as required by the company.  

 
Experience: 

1.  Proven track record in delivering training on a one to one basis as well as groups 
 
Skills and Attributes 
 

1.  Eagerness to strive to perform the role with confidence, concern, commitment, 
cheerfulness, care and professionalism.  Perform every responsibility with honour, 
and mindfulness. 

2. Excellent customer service skills, both on the telephone and face to face scenarios. 
3. Be able to act responsibly and work on own initiative and as part of a team.  
4. Ability to work under pressure and be a natural problem solver. 
5. Be self-motivated and proactive.  
6. Build value in our service to others. 
7. Ability to adapt to change and work in a flexible manner when required. 
8. Have a positive ‘can-do’ attitude and a commitment to our clients’ and care 

workers’ best interest. 
 

 
 
 
 
 
 



Last updated 06.03.2020   

Core Values 
 
Bright Care has six core values which we expect every Care Manager to uphold and be 
aligned with: 
 

• We have honest conversations. Through embracing transparency, openness and 
straightforwardness, we pursue truthfulness with each other. 
 

• We are learners. We realise that we’re not finished products and are eager to 
grow and better ourselves.  Humility lies at the heart of this. 

 
• We give freely. Generosity comes in all shapes and sizes, and whether it be time, 

resources, or expertise, we give, share and pay things forward as one family. 
 

• We are interdependent. We live our lives alongside each other and work unitedly, 
bringing our best everyday, in the knowledge that our colleagues have our back. 

 
• We are self-aware. We know our strengths and blind spots and reflect on our own 

processes to evaluate, build character, and make good decisions. 
 

• We seek long-term relationships. Loyalty is important to us; as are great endings. 
Join us once and begin the journey. 
 

 
 
 

 


