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Education & Training Advisor
	REPORTS TO:
	DIRECT REPORTS AND TEAM SIZE:

	Manager Training Compliance
	This role has 0 direct reports.

	THIS ROLE EXISTS TO: (PURPOSE)

	
Support the development and delivery of Melbourne Water’s technical training and vocational education strategy. This includes coordinating apprenticeship and traineeship programs to ensure participants receive the required training and workplace support, as well as administering and maintaining Melbourne Water’s suite of technical training programs.

In collaboration with key stakeholders across the organisation, the role coordinates apprenticeship and traineeship programs, including support for recruitment, induction, and professional development initiatives. The role also contributes to the development and delivery of both online and face‑to‑face technical training outcomes, working with stakeholders to support ongoing workforce development.

In addition, the role provides administrative and technical support to the Manager Training Compliance, including the administration of training records, invoicing, budget planning and e-Learning development.


	KEY ACCOUNTABILITIES:

	Apprenticeship & Traineeship Coordination 
In collaboration with Talent Acquisition and People Hub teams,  oversee recruitment, induction, progression, and completion of apprenticeships and traineeships. Ensuring they meet training and workplace requirements. Act as a key point of support for trainees, fostering a safe and productive learning environment.

Vocational Education & Training (VET) Coordination 
Managing and coordinating VET programs, including developing and implementing programs, ensuring compliance with VET regulations, and building relationships with industry and other stakeholders.

Training Administration & Support
Maintain accurate training records, oversee timely data entry into Learning Management Systems (LMS), and support compliance reporting. Ensure training contracts, competency assessments, and licensing requirements are managed effectively. Provide invoicing and financial administration support, including processing training-related invoices, tracking expenditure against budgets, and assisting with financial reporting and forecasting

Stakeholder & Provider Engagement 
Work collaboratively with internal teams, managers, senior leadership teams and external training providers to support the coordination of training schedules and learning pathways.

Workforce Development Support 
Assist in embedding workforce planning insights into apprenticeship and training frameworks. Support continuous improvement initiatives to enhance training effectiveness and employee development outcomes.

Induction, Organisational Compliance and Technical Training
Use Melbourne Water’s online training platforms and tools to maintain e‑Learns. Work closely with People Systems to embed, test, and deliver training through enterprise systems, ensuring content is accessible, functional, and fit for purpose. Ensure employees are familiar with company policies, procedures, and role requirements.

Health, Safety & Learning Culture 
Promote a safety-first approach by mentoring apprentices and trainees on workplace procedures, hazard identification, and compliance with industry best practices.

Understand and follow the processes and procedures in line with our Integrated Management System (IMS). 

	KEY RESPONSIBILITIES
	KPIs

	Apprentice & Trainee Training Coordination
Coordinate the enrolment of apprentices and trainees in their respective training programs.
Establish and maintain relationships with Registered Training Organisations.
Demonstrate the ability to effectively engage with culturally diverse external stakeholders.
Monitor and report on apprentice/trainee performance.
Create relationships with external organisations to provide pathways for development.
Facilitate movements for apprentices and trainees between different sites, training rooms, work groups and where required.
Identify training needs and develop and coordinate training plans.
	Establish, monitor and maintain training plans. 
Regulatory requirements met. 

	Apprentice & Trainee Development

Establish a monitoring role to maintain continuous communication with apprentice/trainees, leaders, mentors and senior management:
In consultation with People & Transformation, undertake recruitment, selection and induction of annual apprentice/trainee intakes.
Establish and monitor mentoring systems for apprentices and trainees.
Establish a guardian framework to provide an interface between apprentices/trainees and related support systems such as career guidance, counselling. 
Establish and maintain a total apprentice / trainee database for statistical reporting.
Administer and co-ordinate field-based work experience programs:
Co-ordinate quarterly Professional Development Plans (PDP) with program leads and leading hands.
Organise site visits with apprentices and trainees to provide on-going support.
	Ensure all apprentices and trainee workplace performance expectations are set and monitored within their work groups. 












	Vocational Education & Technical Training Program Management	Comment by Brittany Sculac: Work experience outside of MW?	Comment by Stuart Kemp: Ive shortened.
Design, coordinate, and administer vocational education and technical training programs in collaboration with internal stakeholders, RTOs, and external training providers. 
Ensure programs comply with VET regulatory requirements and the Vocational Education and Training Quality Framework. 
Manage enrolments, track student progress, maintain training records, and report on program outcomes. 
Partner with People Systems to embed, test, and deliver training through enterprise systems, ensuring data accuracy and effective learner experiences. 
Provide invoicing and financial administration support, including processing training invoices, monitoring expenditure, and supporting budget management and reporting. 
Build and maintain relationships with VET industry stakeholders, training providers, and employers to support quality program delivery and work‑based learning opportunities. 
Coordinate delivery schedules with trainers, managers, People Systems, and external administration staff. 
Support online learning platforms, learner portals, and mentoring programs. 
Maintain internal checklists and governance controls to ensure consistent, high‑quality delivery across all locations.
  
	
100% of programs meeting industry standards and RTO compliance.
Accuracy and timeliness of student progress tracking and enrolment management.
Efficiency in coordinating schedules with trainers, managers, and external administration staff. 
Accurate and timely financial administration 






	 Induction, Organisational Compliance and  Technical Training  administration
Support the development and operation of online training., ensuring they meet compliance standards and effectively engage learners. 
Update course content, coordinating with instructional designers (if required) and internal stakeholders. 
Guide and support learners throughout the online training process, providing feedback and address inquiries. 
Ensure the quality and functionality of the eLearning content, identifying and resolving any technical issues. 
Manage the day-to-day administration of eLearning programs, including learner enrolments, course access, and progress tracking. 

	
Ensure online learning programs meet compliance standards
Successfully coordinate with designers and internal stakeholders to create high-quality course content
Provide timely and effective feedback to learners
Maintain and develop Organisational Compliance training and internal  technical training  e-Learning content




	SKILLS, KNOWLEDGE AND EXPERIENCE REQUIRED:

	Skills
· Strong organisational and coordination skills supporting apprenticeships, traineeships, vocational education, and technical training programs. 
· Well‑developed communication and interpersonal skills to effectively engage trainees, supervisors, program leads, People Systems, and external training providers. 
· Proven ability to build and maintain effective working relationships with senior internal and external stakeholders, including experience partnering with CALD organisations. 
· Ability to manage competing priorities and deadlines while ensuring timely delivery of training, compliance, and workforce development outcomes. 
· Basic understanding of online e-Learning development programs 
· High attention to detail in maintaining training records, supporting compliance reporting, and ensuring data accuracy within enterprise systems. 
· Sound financial acumen to support training invoicing, track expenditure, reconcile costs, and assist with budget monitoring and forecasting. 
· Strong time management skills to coordinate multiple programs, stakeholders, and administrative requirements concurrently. 
· Problem‑solving skills with the ability to improve training processes, adapt to system or regulatory changes, and support continuous improvement initiatives.

Knowledge
· Working knowledge of the Australian Qualifications Framework (AQF) and its application to apprenticeships, traineeships, and vocational education programs. 
· Understanding of adult learning principles, training needs analysis, and workplace competency‑based training models. 
· Familiarity with Learning Management Systems (LMS), HRIS/People Systems, and training administration workflows, including testing and deployment of training content. 
· Knowledge of recruitment, onboarding, and induction practices for early‑career and vocational cohorts. 
· Understanding of compliance requirements relating to workplace training, licensing, and vocational education and training quality frameworks.

Experience
· Demonstrated experience coordinating apprenticeships, traineeships, or structured vocational or technical training programs. 
· Experience supporting recruitment, onboarding, and induction processes for trainees, apprentices, or entry‑level employees. 
· Experience contributing to the development, delivery, and maintenance of online and face‑to‑face learning programs, including system testing and learner access through enterprise platforms. 
· Experience maintaining training records, supporting compliance processes, and liaising with internal and external stakeholders, including RTOs and training providers. 
· Experience providing training‑related invoicing and financial administration support, including processing invoices, tracking expenditure, and assisting with budget oversight.
· Experience supporting training program scheduling, coordination, and reporting across multiple stakeholders. 
· A relevant trade qualification or industry experience is desirable. 
· Experience working with youth training programs or workforce development initiatives is desirable.




	KEY RELATIONSHIPS:

	All Melbourne Water employees are responsible for managing aspects of our customer/stakeholder relationships and service interactions and will work proactively to deliver a consistent customer experience.
Internal
Service Delivery Senior Leadership team, Team Leaders, Managers, Program Leads, Leads and Service Delivery Operational staff
People & Transformation Teams
People Services colleagues
Aboriginal Engagement team

External
Training providers, auditors, industry bodies, contractors, other employers of apprentices and trainees, designers 

	SALARY RANGE:

	EA Salary level 6 

	OTHER COMMENTS:

	This role requires the following: 
· Certificate IV in Workplace Training and Assessment or demonstrated experience in a similar role.
· National Police Check
· Medical Assessment
· Working with Children Check
· AusCheck required

Location: 990 Latrobe Street, Docklands & and travel to other MW sites as required. 
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