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Job Description 
 
1 Job details  
 

Job Title: Training Development Manager 

Division: Commercial 

Responsible to: Head of Product 

Responsible for: Responsible for the IOSH Tailored Course Approval 
function and the development and management of 
a training solutions service for internal and external 
clients. 

Location: Wigston, Leicester 

Grade: 1 

Salary range: £36,935.00 – £38,970.25 

Job holder:  

Date: January 2017 

 
2 Job purpose     
 

To develop, launch and manage a training development service for internal and external clients 
and to review and relaunch the IOSH Tailored Course Approval Service 

 
3 Key result areas 

 

1. Develop all processes, systems, procedures and controls to launch and subsequently 
manage a training development service for internal and external clients including the 
development of proposals, scoping documents, contracts and other documents. 

2. Lead internal and external client engagement meetings to understand the needs of the 
customer, listen and recognise feedback and requests from customers and manage 
expectations.  

3. Manage the lifecycle of the training service in its entirety, reviewing performance against 
market insight and business performance trends, prioritising responses against cost and 
benefit. 

4. Manage the pricing strategy of the training service, seeking ways to maximise revenue, 
profit, reach and impact of the service. Ensure that the Team delivers the requirements of 
the customer, making training content and service our USP and maximising income based 
on delivering a quality service to clients. 

5. Ensure the team successfully writes business cases and clear specifications for clients. 
6. Implement processes to effectively apply the IOSH brand to training content developed by 

3rd party training providers. 
7. Make decisions on how to effectively tailor the IOSH ‘pack products’ without damaging the 

cohesion of the brand and the overall portfolio. 
8. Effectively liaise with internal departments and manage the performance effectively to 

ensure delivery across the training service life-cycle.   
9. Manage and coach a team to deliver leading customer service.  
10. Promote a positive customer orientated culture, delivering IOSH strategy and 

implementing the organisation’s business plan.  
11. Continuously seek to improve the effectiveness and efficiency of the organisation, 

collaborating with others to remove duplication and ensure resources are redistributed to 
achieve organisational goals. 

12. Ensure activities meet with and integrate with organisational requirements for quality 
management, safety, health and sustainability policies, HR, Finance, Governance and 
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Legal stipulations, and general duty of care. 
13. Provide and deliver accurate forecasts to support the financial planning process. 
14. Ensure the security of the IOSH brand and maximise opportunities to grow its reputation.  
15. Deputise for the – Head of Products as required and carry out other duties as 

commensurate with the post. 
16. To ensure the health, safety and welfare of the team. 

 
4 Qualifications, experience, knowledge, skills and training 
 

Qualifications 

 Business management degree or equivalent experience – essential 

 Project management qualification or equivalent experience – essential 

 Membership of a relevant professional body – desirable 
 
Experience (all essential unless otherwise stated) 

 A track record in training development with extensive demonstrable success in delivering 
training services to external clients and growing revenue. 

 Experience of e-commerce, digital delivery and the use of technology. 

 Experience of creating partnerships and developing influential relationships that deliver 
business aims 

 Working with, and growing business through, third party distributors - desirable 

 Line management experience, with a clear track record of tangible success.  

 Demonstrated experience in planning, budgeting and developing business strategy.  

 Experience of working in a global market 

 Experience within multichannel retail, FMCG, SaaS, an IP/knowledge based sector or a 
licensing / franchising model - desirable 

 Experience of change management 

 Experience of delivering technical presentations and personally supporting sales 
processes - desirable 

 
Knowledge 

 Knowledge of the Training Cycle – essential 

 Knowledge of forecasting and managing budgets – essential 

 Knowledge of the sales-cycle – desirable 
 
Skills (all essential) 

 Ability to develop, launch and grow a service. 

 Ability to deliver deadlines to ensure the overall service is launched on time and client 
expectations are met. 

 Ability to develop robust business cases based on clear ROI and customer insight 

 Ability to present, engage and communicate with internal and external stakeholders at all 
levels 

 Ability to manage a broad portfolio of projects and simultaneous developments 

 Proven leadership abilities and skills 

 Ability to provide constructive feedback to internal and external stakeholders 

 interpersonal and influencing skills 
 
Competencies (all essential) 
The job-holder will be expected to demonstrate IOSH’s STAR Competences at Manager level 
 
Being a Leader 

 An inspirational leader and team player, particularly during times of change, engendering 
trust and confidence to minimise instability and deliver success 

 Able to see and maximise opportunity whilst being skilled at managing risk 
 



 

 3 

Looking ahead 

 Demonstrates a broad strategic view of the issues affecting IOSH customers, the 
organisations role and the long-term impact of decisions 

 Is forward thinking and insightful, ambitious for transformation and entrepreneurial in 
approach 

 Provides strategic and entrepreneurial insight and drive as well as engaging across all 
operational aspects of the business 

 Excels in prioritising and scheduling events’ activities and resources. Establishes 
measures and procedures for monitoring progress against plans and objectives. 

 Financially astute with previous experience of setting, managing and monitoring multiple 
and complex budgets. 
 

Developing relationships 

 Experienced in building alliances and maintaining effective relationships. This should 
include high level contact, partnership and alliance building. 

 Able to influence, convince and negotiate with others in a way that results in acceptance 
and agreement. 
 

Achieving excellence 

 Ability to maximise the overall success of the business, defining, enhancing and driving 
the business plan while strengthening the focus on improved financial and operational 
performance. 

 Relevant experience of evaluating information in a logical manner and making systematic 
and rational high level judgements. 
 

Working together 

 Demonstrable interest in other’s opinions and be sympathetic and tolerant of differing 
needs and viewpoints 

 Able to provide clear direction to staff and volunteers within the group and proven ability to 
motivate and empower people at all levels in a large organisation. 
 

Getting the message across 

 Proven ability to produce written communication that is fluent, clear, concise and tailored 
to intended recipients 

 Able to speak clearly, fluently and in a compelling manner to both individuals and groups 

 Able to communicate effectively both within and outside IOSH in order to build and 
maintain relationships and networks of contacts. 

 
Training  

 The job-holder should be willing to undertake any relevant training / qualifications 
necessary to fulfil the role 

 
5 Job context  
 

The role is responsible for the development, launch and management of a training development 
service for internal and external clients and to review and relaunch the IOSH Tailored Course 
Approval Service.  The course approval  service, also known as Tailored Approval is already in 
existence.  Courses that have been through the Tailored Course Approval process now generate 
close to £1million of revenue annually.  The time is now right to develop the service further and 
ensure that IOSH approves third party training content that delivers our vision and aligns with our 
product portfolio.    
 
Increasingly organisations are requesting that we work with them to tailor our existing pack 
products- Working, Managing and Leading Safely to their specific needs.  The successful 
candidate will lead the implementation, launch and management of the service – working closely 
with a dedicated staff group to achieve our aims.     
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In addition to enabling considerable income growth, it is expected that gross profit levels will be 
maintained and increased in future years, through a balanced product portfolio that considers 
where we add value to the market and supports the Corporate Goals of Commercial Expansion 
and International Impact. 
 
It should be noted that the primary market for these products is the non-OSH professional 
creating a significant point of difference with expertise in the wider organisation.  
 
Within IOSH, the role will represent the Division and organisation where appropriate on related 
activities, leading or supporting the delivery of projects and activities as agreed with the Head of 
Products. 

 
6 Job dimensions 
 

Member of the Commercial Division Management Team. The role-holder will directly participate in 
Divisional engagement with Membership Sector Groups 
 
Responsible for supporting the development of, and implementing the strategies behind the 
Commercial Division Product Expansion and Product Management delivery that is mission critical 
to create a solid base for the Customer Engagement activities and support income growth from 
£5.5M to £10M by 2019/20. 
 
Responsible for supporting the function increasing Gross Profit by 2% by 2019/20 through a 
combination of identifying added value initiatives that make us easy to do business with and 
reducing transaction costs. 
 
Responsible for a development budget of circa £0.1M and an expenditure budget of £0.25M. 
 
Responsible for 3 direct reports  

 
7 Complexity and creativity 
 

The role holder will be responsible for supporting the negotiation of commercial contracts within 
agreed authority levels. This will involve developing relationships at multiple levels within global 
organisations to gain insight into customer needs, opportunities and challenges and being able to 
position IOSH accordingly whilst maintaining the integrity of our brand and offer. This will involve 
significant cultural challenges and sensitivity both internally and externally as we increase the 
commerciality of our activities, increasingly globalise our customer base and both increase and 
target the outcomes expected from relationships. It will also require balancing the competing 
drivers of business growth and customer satisfaction and loyalty objectives with protecting the 
quality and integrity of the Distribution Policy.  The role will require substantial change 
management and drive and experience of taking a team on this journey will be vital. 
 
The role holder will be expected to recommend solutions and drive business improvements that 
support significant income growth without proportionately increasing our associated cost base. 
 
The role-holder will be required to lead and motivate a specialist team. 
 
The role-holder will be required to accurately forecast activities and support the financial planning 
process for the Function. 

 
8 Decision making  
 

The role holder will be responsible for negotiating complex commercial contracts within agreed 
authority levels. 
 
The role holder will be responsible for developing strategies, actions plans and associated 
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budgets within the Commercial Division, deploying resources and measuring performance 
against agreed outcomes. This will include adjusting tactics as necessary to achieve strategic 
outcomes.  

 
9 Key internal and external contacts 
 

Internal contacts 

 IOSH SMT 

 Commercial Leadership Team 

 Functional direct and indirect reports 

 Member Sector Group committee members 

 Internal Teams 
 
External contacts 

 Training Provider Customers (both commercial trainers and organisations holding / 
requiring in-house licences) – business leaders & decision makers, nominated members 
within organisations and licenced trainers. 

 Delegate organisations in support of the wider IOSH Business Engagement Strategy as 
directed. 

 Suppliers and any organisation involved in our supply chain 

 Standards bodies 

 


