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Waverley is an ambitious authority, committed to being one of the leading Councils in the country at a time of major change by developing a high performing, highly engaged staff team to share the organisation’s values and deliver our corporate objectives.

	Job Description

	Job title:
	L&D Officer (Joint role)


	Service:
	Democracy, Law & People


	Team:
	People & OD


	Location:
	The Burys, Godalming, Surrey, GU7 1HR and,
Millmead House, Guildford, Surrey, GU2 4BB


	Reporting to:
	Assistant Director of People and OD


	Responsible for:
	L&D Co-ordinator, EDI and Wellbeing Officer, SLP Manager, SLP Administrator


	Our Organisational Values 

	[image: ]Collaboration



	We know, work with and support one another. We collaborate with residents, businesses and partners and realise the potential of the Guildford and Waverley Collaboration. We empower ourselves and others.

	[image: ]Wellbeing

	We look after our own and other’s wellbeing. We know it’s okay to talk to each other about anything we are struggling with. We stay resilient and raise any concerns we have.

	Trusted
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	We abide by the Nolan Principles of Public Life: Selflessness, Integrity, Objectivity, Accountability, Openness, Honesty, and Leadership.

	Value for Money
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	We spend public money wisely and carefully. We understand and follow our governance processes and raise any concerns with the right person. We celebrate successes and learn from mistakes.

	
Professionalism
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	We provide professional advice and excellent service; we know our local areas and understand the communities we serve. We listen to all concerns and ideas. We benchmark our performance and always strive to improve.

	
Principal purpose of the role

	
The L&D Officer  plays a key leadership role in embedding the councils’ People Strategy, working closely with senior leaders, People & OD Business Partners and functional colleagues to drive improvements in leadership capability, employee engagement, and organisational learning.


	Main duties and accountabilities

	
Leadership & Management Development
· Support the design and delivery of leadership development programmes, including aspiring manager and senior leadership.
· Partner with external providers, ensuring alignment with organisational goals and values.
· Monitor the impact of leadership programmes and use insight to inform continuous improvement.
· Ensure line managers are equipped with the confidence and tools to manage performance, change, and wellbeing effectively.

Employee Engagement & Culture
· Lead delivery of the councils’ staff engagement programme, including annual surveys, listening activities and action planning.
· Analyse engagement data and collaborate with leaders to develop meaningful action plans.
· Design and deliver interventions that foster belonging, collaboration and trust across teams.
Work closely with the Communication team and the EDI & Wellbeing Officer to ensure engagement and culture activity is inclusive and well-communicated.


Learning, Development & Capability
· Lead the planning and coordination of the corporate learning and development offer across both councils.
· Support the L&D Officer in delivering a blended, accessible and inclusive training programme.
· Ensure all employees have access to development that supports high performance and future career goals.
· Develop frameworks to support succession planning, talent development and internal progression.

Performance, Evaluation & Impact
· Monitor, evaluate and report on the impact of L&D interventions using data, feedback and performance metrics.
· Align L&Doutcomes with workforce strategy KPIs and organisational goals.
· Use insight to adapt and refine L&D approaches and inform strategic workforce planning.
· Present evaluation reports to senior leadership and contribute to organisational self-assessment and improvement plans.

Team Leadership & Collaboration
· Line manage and develop the L&D Co-ordinator.
· Set clear objectives, monitor progress and ensure delivery against key priorities.
Foster a culture of collaboration, trust and shared accountability across the L&D function and wider People team.
Work closely with People & OD Business Partners, Systems, Resourcing and Reward to ensure joined-up People & OD delivery.


	

Dimensions of the role

	This role supports the L&Ddevelopment agenda across two councils, supporting c.1,000 employees. It manages delivery of corporate development, leadership and inclusion programmes.The postholder line manages the L&D Co-ordinator , oversees relationships with external providers, and ensures L&Dactivity is aligned with organisational values, strategy and workforce capability needs. 


	Customers and Contacts

	Internal
Strategic Directors
All council employees and managers
Employee networks and employee voice forums
People & OD colleagues

External
Learning, wellbeing and EDI providers
Public sector networks (LGA, CIPD etc)
Training providers and consultants
Learning platforms and content providers


	Additional Notes:

	All work performed and duties undertaken must be carried out in accordance with relevant Council and Service policies and procedures, within legislation and with regard to the needs of our customers and diverse communities we serve.
This document sets out the main dimensions of the job it describes. It does not define all individual tasks, which may be expected to change from time to time to meet operational needs.
You will be expected to be flexible in your duties and carry out any duties commensurate with the grade and falling within the general scope of the job, as requested by your line manager.


	Health and Safety / Risk Management

	Ensure that all aspects of the Councils’ Health and Safety Policies and Procedures are adhered to.
Be responsible for identifying and managing all risks associated with the job role through effective application of internal controls and risk assessments to support the achievement of corporate and service objectives. 
Adhere to the relevant Councils’ constitution.
Champion Safeguarding policy and practice.



	Service/Team Structure

	Joint Assistant Director of People and OD


Head of People Operations


People Systems and Data Manager 

L&D Officer 
Resourcing team 
Pay and Reward team 
Partnering team 


L&D Co-ordinator
People Systems and Data Officer 



	EDI and Wellbeing Officer 




	People Administrators x 3




PERSON SPECIFICATION

Candidates must be able to demonstrate, giving examples, all essential criteria marked as A, A/C or A/I within their application form to be shortlisted for this role.

	
	Person Specification

	
	Essential criteria
	How Assessed
	Desirable criteria
	How Assessed

	Qualifications/ Education / Training / Experience

	Experience designing and delivering learning and development interventions
	A / I
	Experience in a local government or public sector setting
	A / I

	
	Strong background in leadership development, culture and/or learning
	A / I
	L&D, , coaching related qualification
	A / C

	
	Strong understanding of adult learning principles and evaluation methods
	A / I
	
	

	Knowledge / Skills

	Excellent interpersonal, listening, coaching and facilitation skills
	A / I
	Familiarity with employee engagement tools
	

	
	Excellent communication and engagement skills
	A / I
	
	

	
	
	A / I
	
	

	
	Ability to design events, campaigns or learning sessions
	A / I
	
	

	
	Ability to interpret workforce data and turn insight into action
	A / I
	
	

	
	High standard of written communication 
	A / I
	
	

	
	Strong organisational skills and ability to manage multiple programmes
	A / I
	
	

	
	Proficient in MS Office and virtual delivery platforms (e.g. Teams, Zoom)
	A / I
	
	

	
	Able to work at pace, while managing a complex workload and maintaining your own resilience
	A / I
	
	

	
	Commitment to inclusion, wellbeing and continuous learning
	A / I
	
	

	
	Ability to deal with confidential and sensitive information
	A / I
	
	

	
	Strong leadership skills, and the ability to influence staff at all levels. 
	A / I
	
	

	
	Demonstrate ability to motivate and empower staff, motivating and developing people to achieve high performance. 
	A / I
	
	

	
	Able to work collaboratively with other service areas and build alliances and long and short-term partnerships
	A / I
	
	

	
	Recognising the importance of value for money in all council activity.  
	A / I
	
	

	
	Understanding of and commitment to promoting equality and diversity in service delivery and employment. 
	A / I
	
	

	ADDITIONAL SPECIFIC REQUIREMENTS FOR THIS POST*
	
	
	
	



* Please note that Waverley Borough Council cannot guarantee to supply you with the provision of equipment such as laptop, tablet, mobile phone or pool vehicle

How assessed:

A =	Application CV/Personal Statement
C = 	Certificates/professional Registration
D =	DBS police check
E =	Exercise
I =	Interview
M =	Medical assessment






	
For Official Use only

	Job title:
	   L&D Officer
	Post no:
	

	Service:
	   Democracy, Law & People
	JE score:
	

	Team:
	   People & OD
	Pay band:
	

	Location:
	The Burys
Godalming, 
Surrey GU7 1HR
And
Millmead House
Guildford
Surrey GU2 4BB
	Position type:
(if part time, working pattern)
	Full time
37 Hours


	Competencies:
(level 1 – 4)
	Communication:
	Add level
	

	
	Customer Service:
	
	

	
	Team Working:
	
	

	
	Managing Self and Others:
	Add level
	

	
	Can do approach/Results:
	
	


	Reviewed By:
	
	Date:
	

	Checked in:
	HR 
	Date:
	

	Last Updated:
	Add date
	Date:
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