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JOB DESCRIPTION

	Post Title:  Learning and Development Officer  

	Department: Corporate Core
	Post No: 

	Division/Section: 
Human Resources 
	Post Grade: 
 (Grade 9) £33,699 -£34,434 

	Location: Town Hall, Bury or any other location / Agile Worker

	Special Conditions of Service: 
The nature of the post will require the post holder to work flexibly dependent on the needs of the job. This may include occasionally attending events or meetings outside of normal working hours and working agilely from different offices or home as appropriate.

	Purpose and Objectives of Post:
To lead the design, development, and implementation of a comprehensive Learning and Development (L&D) programme for Bury Council’s Housing Services team. This role will ensure compliance with the new Competence and Conduct Standard introduced under the Social Housing (Regulation) Act 2023.
The postholder will work closely with the Senior Officer across Housing Services to embed a culture of continuous professional development, ensure regulatory compliance, and support the professionalisation of the housing workforce.

	Accountable to: Assistant Director of People and Culture

	Immediately Responsible to: Head of OD/ HR&OD Business Partner

	Immediately Responsible for: Work experience students, trainees, and apprentices in association with service line managers.

	Relationships: (Internal and External)
Employees including apprentices, work experience students, employee Groups, Senior Managers and other Managers across the Council, Trade Unions, Greater Manchester HR colleagues, North West Employers, Commissioned providers of services to the Council.

	Duties/Responsibilities 
1. Design and implement a structured L&D programme aligned with the new Housing regulatory requirements.
2. Identify training needs across Housing Services, particularly for senior managers and executives.
3. Source and manage relationships with accredited training providers (e.g., CIH, Ofqual-regulated bodies).
4. Develop learning pathways that support housing services staff in achieving Level 4/5 housing management qualifications.
5. Compliance & Monitoring: Ensure the L&D programme meets the requirements of the Competence and Conduct Standard and the associated Policy Statement on Qualification Requirements.
6. Maintain accurate records of staff qualifications, progress, and compliance milestones.
7. Provide regular updates and reports to stakeholders on progress, risks, and outcomes.
8. Stakeholder Engagement: Work collaboratively with Housing Services, the wider HR function, and external partners to deliver high-quality learning experiences.
9. Engage with staff to promote the value of professional development and support a positive learning culture.
10. Evaluate the effectiveness of training interventions and make data-driven improvements.
11. Support the development of internal capability through coaching, mentoring, and knowledge sharing.
12. Contribute to the wider People & Culture strategy, aligning housing L&D with corporate priorities.
13. Manage and schedule regular meetings and initiatives to keep employees engaged in learning and development opportunities.

14. Work with the wider HR team to support our employee experience, including onboarding and induction.

15. Represent Bury Council by actively building relationships outside of the council, through OD networks, sharing best practice. 

16. Working with line managers to align L&D plans with front-line needs

17. Engage tenants and tenant groups in shaping programmes and evaluating outcomes

	General 
1. As an employee of Bury Council you have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults and for ensuring that they are protected from harm. 
2. Bury Council is committed to equality, diversity and inclusion, and expects all staff to comply with its equality related policies/procedures, and to treat others with fairness and respect. 
3. Responsible for Employees Duties as specified with the Corporate and Departmental Health and Safety Policies.
4. Lead by example, upholding the Council’s LET’S DO IT behaviours and values at all times. 





DEPARTMENT FOR CORPORATE CORE
Learning and Development Officer 

	SHORT LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	Experience working in or with housing services or local government.
	
	

	CIPD qualification or equivalent in L&D or Organisational Development (Level 5)
	
	

	Accreditation and experience in coaching 
	
	

	Significant experience of researching, developing, and implementing strategies and policies

	
	

	Understanding of equalities legislation and employment law/best practice and increasing representation.
	
	

	Experience using IT systems including Microsoft Office to produce reports, statistical analysis and correspondence as required.
	
	

	Ability to organise and prioritise workload, in order to meet deadlines. 
	
	

	Experience of carrying out research, analysis and project development  
	
	

	Experience of developing, delivering training and facilitation 

	
	

	Experience of communicating with a variety of people and developing good interpersonal skills
	
	

	Experience of designing and creating marketing materials	
	
	

	Knowledge of Apprenticeships and wider talent development approaches 
	
	



7

image1.jpeg
CCCCCCC




