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[bookmark: _bv2qtybkalpg]  Job Description
Job Title: Training & Development Officer
Hours: Part-time – 15 hours per week (flexible)
Contract Type: Fixed-Term Contract – 12 months
Location: Remote/Home-based, with national and potential international travel
Salary: £32,350 per annum (Full-Time Equivalent), pro rata
Reporting to: Board of Trustees
Organisation: National Portage Association (NPA)

[bookmark: _e2qml0l0khfe]About the National Portage Association
The National Portage Association (NPA) is dedicated to improving outcomes for young children with Special Educational Needs and Disabilities (SEND) and their families through the promotion and delivery of the Portage model. We provide high-quality training, guidance, and professional support to practitioners, services, and parents across the United Kingdom and internationally.
NPA is seeking to appoint an enthusiastic and experienced Training & Development Officer to join the organisation on a part-time, fixed-term basis. This role presents an exciting opportunity to shape and deliver impactful training programmes and contribute to the continued development of innovative learning materials within the SEND and early years sector.

[bookmark: _tsti1f979cph]Purpose of the Role
The Training & Development Officer will lead on the design, development, delivery, and evaluation of NPA’s training provision. Working closely with the Training Trustees and Board, the postholder will ensure that all training content reflects Portage principles, current research, and best practice in early childhood development and SEND.

[bookmark: _w3yzlwu30mb0]Key Responsibilities
[bookmark: _j2o935rg218w]Training Content Development
· Collaborate with NPA Training Trustees to design, develop, review, and update high-quality training materials and resources.
· Ensure all content aligns with Portage principles and reflects current evidence-based practice in SEND and early intervention.
· Contribute to the development of innovative digital and blended learning materials.
[bookmark: _m68gqaep58qv]
[bookmark: _t7buz7sqn87h]
[bookmark: _hjitasjs0byh]
[bookmark: _ut9feipg3glb]Training Delivery
· Plan and deliver engaging, high-quality training workshops and programmes to parents, carers, and professionals across the UK and occasionally overseas.
· Adapt delivery methods to suit a range of audiences and learning environments, including face-to-face and online platforms.
[bookmark: _ee4l4v863g10]Stakeholder Engagement
· Develop and maintain effective working relationships with local authorities, education services, health professionals, and partner organisations.
· Promote the Portage training programme and support the development of strategic partnerships.
[bookmark: _84kurc1s4pqq]Marketing and Promotion
· Support the development and implementation of strategies to promote NPA’s training portfolio to a broader audience.
· Contribute to marketing materials and communications relating to training activities.
[bookmark: _5r269emutcc1]Evaluation and Quality Assurance
· Gather participant feedback and evaluate training outcomes.
· Analyse evaluation data to inform continuous improvement of content and delivery methods.
[bookmark: _w2ja979rvzk8]Governance and Reporting
· Attend quarterly virtual Board meetings to provide updates and reports on training activity and development.
· Prepare written reports as required for Trustees.
[bookmark: _kbssictdg5sd]Travel
· Undertake travel within the UK and occasionally internationally to deliver training events.
· Travel and related expenses will be reimbursed in accordance with NPA policy.

[bookmark: _cb4cj77jtsle]Person Specification
[bookmark: _crnhqde50wi0]Essential Criteria
· Demonstrable experience of delivering training or workshops within an education, early years, or SEND-related context.
· Strong knowledge of early childhood development and SEND best practice.
· Experience in developing and producing training materials and resources.
· Excellent communication and interpersonal skills, with the ability to engage diverse audiences.
· Strong organisational skills and the ability to work independently and flexibly.
· Willingness and ability to travel nationally and potentially internationally.

· Experience of the Portage model and/or early intervention services.
· Excellent digital and IT skills, including competence in presentation and media platforms (e.g., PowerPoint, Canva, e-learning platforms).
[bookmark: _mqbb4yn3znx8]Desirable Criteria
· NPA-accredited Trainer status and/or experience delivering Portage training.
· Knowledge of marketing and promotional strategies.
· Experience delivering training to both professionals and parents/carers.
· Familiarity with online training platforms and digital content creation tools.

[bookmark: _mselqkdwoopm]What We Offer
· Flexible working arrangements.
· The opportunity to influence and innovate within a well-respected national organisation.
· Professional development opportunities.
· Reimbursement of travel and related expenses.
· The opportunity to make a meaningful difference to the lives of children with SEND, their families, and the early years workforce.

[bookmark: _9oyjov38e4lw]How to Apply
Please complete the application form and submit to:
Email: office.manager@portage.org.uk
Closing Date: Friday 10 April 2026
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