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Citizens Advice Peterborough 

Role Description and Person Specification 
 

 

Training Officer 

Role purpose:  To recruit, train and develop volunteers 

Reporting to:  Chief Executive 

Hours:   21 Hours per week working Tuesday – Thursday 

Salary:   £14,196 p.a. 

Contract:   Permanent 

Context: 

The post holder will recruit, train and assess the competence of volunteer advice 
trainees, and work with existing advisers to maintain and develop their skills. In 
addition, the post holder will take the lead on training and development for volunteers 
across the charity, working closely with the Chief Executive and team of Advice 
Session Supervisors. 

 
Learning, development and training 

 Oversee the recruitment, selection and induction activities of volunteer advice 

trainees. 

 Assist trainees through self-study learning activities and review progress on a 

regular basis. 

 Co-ordinate assessment activities including observed interviews. 

 Organise learning activities to ensure the competence and continuing 

development of advisers and trainees. 

 Assess the competence of advice trainees. 

 Ensure trainees are integrated into the advice team and feel well supported. 

 Provide guidance and training to information assistants to ensure that they can 

provide accurate and appropriate information to clients. 

Planning and Development 

 Identify learning and development needs of volunteer advisers and trainees. 

 Develop and maintain effective administrative systems and records.  

 Liaise with Advice Session Supervisors to ensure individual adviser training 

plans are in place. 

 Develop and maintain the organisation’s training records and the training and 

development plan. 

 Attend relevant internal and external meetings, including internal Advice Session 

Supervisors meetings and regional training meetings. 

 Contribute to the organisation planning process by providing regular reports and 

feedback. 

 Keep up to date with policies and procedures relevant to the role. 

 Develop and / or maintain knowledge across all areas of advice. 
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Supervision  

 Supervise volunteers allocated to this post, including trainees in accordance 
with CAP policies and procedures, including coaching, mentoring and setting 
objectives. 

 Hold regular supervision meetings and annual reviews in accordance with 
Citizens Advice Peterborough’s policies and procedures. 

 Provide feedback on performance to volunteers.  

 Through supervision identify the training needs of volunteers and agree 
appropriate training and development objectives. 

 

General 

 Keep up to date with research and campaigning issues and ensure it is promoted 

and integrated into learning, training, and development activities. 

 Work co-operatively with colleagues and encourage good teamwork, clear 

communication and common practices within the team. 

 Abide by health and safety guidelines and share responsibility for own health 

and safety and that of colleagues. 

 Create a positive working environment in which equality and diversity are well 

managed, dignity at work is upheld and staff can do their best. 

 Identify own learning and development needs and take steps to address these. 

 Carry out any other tasks within the scope of the post. 
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Person specification - TRAINING OFFICER 

Essential criteria Desirable criteria 

1.  Experience of developing and delivering training 

programmes  

 

A qualification in training or adult 

education. 

 

2.  Ability to maintain up to date technical knowledge 

and to provide technical support as required 

Citizens Advice Certificate in 

Generalist Advice Work or 

equivalent experience.  

3.  Ability to prepare training material (presentations, 

worksheets etc.) and execute training sessions, 

workshops etc. in groups or individually 

 

4.  Proven ability to coach and mentor others and 

identify training needs 

 

 

5.  Proven ability to complete full training cycle 

(assess needs, plan, develop, coordinate, monitor 

and evaluate) 

 

6.  Proven ability to coach and mentor others and 

identify training needs 

 

7.  Excellent written and verbal communication skills 

and the ability to communicate effectively with a 

wide range of people. 

 

8.  Excellent numeracy skills, including ability to 

understand financial matters and check 

calculations 

 

9.  Proven ability to give and receive feedback 

objectively and sensitively and to challenge 

constructively. 

 

10.  Demonstrable ability to work independently and 

build successful relationships with staff, volunteers 

and other stakeholders. 

Experience of supervising 

volunteers 

 

11.  Excellent standard of IT skills and ability to use 

Word, Excel, Outlook, and other applications in 

carrying out day to day duties. 

 

12.  Ability to maintain Information Assurance level 1 

standard 
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13.  Ability to translate complex information into clear, 

concise and engaging content that volunteers are 

able to understand  

 

14.  Understanding of poverty and discrimination issues 

and their implications for clients and service 

provision. 

 

15.  Understanding of and commitment to the aims and 

principles of the Citizens Advice service and the 

role of Research and Campaigns in the service. 

Experience of working in the 

voluntary sector (paid or unpaid) 

16.  Evidence of continuous professional development 

and learning relevant to this post, and a 

commitment to maintain technical skills required 

for this post. 

A relevant professional qualification. 

 

 


