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Position Description


Learning & Capability Specialist


Virgin Australia goals

1. To be Australia’s airline of choice

2. To be Australia’s best customer led organisation

3. To do for corporate travellers what we did for leisure travellers in 2000

Role Summary

	Level
	2A
	Location
	Virgin Village, Brisbane

	
	
	
	

	Department
	Learning & Quality Improvement
	Division
	Network Operations

	
	
	
	

	Group
	Operations
	Direct Reports
	Nil

	
	
	
	

	Reports to
	Leader, Learning & Quality
	Manager once
	General Manager, Network

	
	Improvement
	removed (MOR)
	Operations

	
	
	
	

	Role Scope
	To be confirmed
	Created / Updated
	September 2014

	
	
	
	


Role purpose


The Learning & Development Specialist holds responsibility for supporting the diverse learning requirements and ensuring compliant training programs are delivered within Network Operations. This includes induction training, recurrency training, changes in operational procedures / systems and the introduction of new learning for operational and commercial initiatives.

This will be achieved by building effective relationships with your key internal and external customers to manage the design and development of innovative and effective learning & development solutions as well as maintain a range of product, process and soft skill learning programs which meet the needs of Network Operations.

To be successful in this role, you will be ‘determined to deliver’ and partner with the Network Operations departments to deliver learning programs which are themed to reflect the Virgin Australia brand, values, and company objectives across their creation, delivery, and administration


Accountabilities and Key Metrics

	
	Accountabilities
	Key metrics

	
	
	
	
	

	Financial
	
	Be accountable for the allocation and utilisation of any
	
	Allowable spend not

	
	
	learning budget for Network Operations
	
	exceeded.

	
	
	Ensure any learning and development programs that are
	
	Identified cost efficiencies

	
	
	developed are cost effective whilst aligned with best practice
	
	are realised.

	
	
	Identify and realise learning and development cost efficiencies
	
	

	
	
	
	

	Safety
	Embed a culture of safety within Network Operations through
	
	Maintained currency

	
	
	learning and development programs.
	
	Assist in the development

	
	Complete mandatory safety training applicable to the role
	
	

	
	
	
	of Network Operations

	
	Participate in the SMS by identifying and reporting hazards to
	
	safety culture though

	
	
	the operation
	
	learning and development

	
	Be aware of personal safety matters including the emergency
	
	programs

	
	
	procedures relevant to role location
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	Accountabilities
	Key metrics

	
	
	
	

	
	Adhere to all documented operating procedures
	
	

	
	
	
	
	

	Operational
	
	Develop a learning & development strategy that is designed to
	
	Completion and delivery of

	
	
	deliver optimum learning
	
	agreed strategy within

	
	
	Maintain understanding of industry best practice learning
	
	timeframe and budget

	
	
	
	
	

	
	
	capability
	
	Delivery of strategy

	
	
	Oversee development and amendment of Network Operations
	
	Engagement with Internal

	
	
	training programs
	
	and external customers

	
	
	Engage with relevant customers to ensure branding and
	
	Recognition of training

	
	
	philosophy of service delivery is consistent with the Virgin
	
	programme by Airline as

	
	
	Australia brand
	
	best in the industry

	
	
	Carry out research to determine appropriate and necessary
	
	

	
	
	content for learning programs
	
	

	
	
	Be accountable for the development of learning programs
	
	

	
	
	across Network Operations
	
	

	
	
	Source and create modules that enhance learning and
	
	

	
	
	development objectives
	
	

	
	
	Ensure all programs meet regulatory requirements
	
	

	
	
	
	
	

	Customer
	
	Ensure departmental Leaders are satisfied with the quality &
	
	Programs are developed to

	
	
	consistency of delivery
	
	meet the requirements of

	
	
	Customer groups are identified & engaged on learning &
	
	each Network Operations

	
	
	
	
	department and aligned to

	
	
	development needs
	
	

	
	
	Ensure provision of accurate & timely reporting to key
	
	the Network Operations

	
	
	
	
	learning strategy

	
	
	stakeholders
	
	

	
	
	
	
	Yearly feedback from

	
	
	Ensure key business initiatives & projects are accommodated
	
	

	
	
	
	
	customers is positive

	
	
	in learning delivery
	
	

	
	
	
	
	Improved learning

	
	
	Maintenance of the VINE homepage to ensure valid
	
	

	
	
	
	
	experiences realised for

	
	
	information is communicated to internal customers
	
	

	
	
	
	
	team members

	
	
	
	
	

	
	
	
	
	

	People
	
	Ensure government and regulatory requirements are delivered
	
	Nil audit findings relating to

	
	
	and understood
	
	inadequate record keeping

	
	
	Conduct training audits as required and support correction of
	
	of Network Operations

	
	
	
	
	qualifications.

	
	
	any identified action items
	
	

	
	
	
	
	

	
	
	Ensure exams are conducted and results processed
	
	Performance of role

	
	
	Ensure all training records (online and paper-based) are
	
	requirements to the

	
	
	
	
	required standard

	
	
	maintained accurately
	
	

	
	
	
	
	Relationships with external

	
	
	Oversee the maintenance of course materials
	
	

	
	
	Work with departmental Trainers to ensure all programs and
	
	learning institutes are

	
	
	
	
	created and maintained

	
	
	development opportunities are effectively managed.
	
	

	
	
	
	
	

	
	
	Maintain Network Operations team member records to ensure
	
	

	
	
	all are suitably qualified to assume their role
	
	

	
	
	A positive approach to work assigned
	
	

	
	
	A positive approach to department leaders
	
	

	
	
	Input to and support for departmental strategy
	
	

	
	
	Ensure regular communication of information within the
	
	

	
	
	department
	
	

	
	
	Partner with external parties such as universities and learning
	
	

	
	
	institutes to improve opportunities for development within
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	Accountabilities
	Key metrics


Network Operations.


Decision Making Authority

	Decisions role expected to make
	Recommendations role expected to make

	
	

	To be confirmed
	To be confirmed

	
	


Values and behaviours

We think customer

Our customers are at the heart of everything we do

We are passionate about creating an outstanding flying experience We deliver consistently high service internally and externally

We do the right thing

We always put safety first

We act with integrity and honesty

We create a sustainable and inclusive environment for our people and the community

We lead the way

We lead by example

We have the courage to think differently We innovate

We are determined to deliver

We do what we say we’re going to do We are responsive

We are committed to excellence in all we do

Together we make the difference

We work together to achieve success We consider our impact on others

Our people set us apart
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Expertise

	
	Must have
	Great to have

	
	
	
	
	

	Knowledge/qualifications
	
	Knowledge of best practice learning
	
	Tertiary Qualification in Learning and

	
	
	design and application within an
	
	Development or equivalent experience

	
	
	Operational environment
	
	Demonstrated knowledge application to

	
	
	
	
	

	
	
	Understanding of training processes,
	
	continual improvement

	
	
	theories and methodologies
	
	Qualification as a Non-Technical Skill

	
	
	
	
	

	
	
	Certificate IV in training and
	
	trainer.

	
	
	assessment or equivalent industry
	
	Knowledge around the facilitation and

	
	
	qualification
	
	delivery of training packages

	
	
	
	
	

	Skills
	
	Intermediate skills in Microsoft
	
	Advanced computer skills (e.g. Excel,

	
	
	Applications
	
	Project, PowerPoint, Word)

	
	
	Excellent organisational, analytical
	
	

	
	
	and decision-making skills
	
	

	
	
	Outstanding communication skills
	
	

	
	
	Highly developed planning and
	
	

	
	
	problem solving skills
	
	

	
	
	
	
	

	Experience
	
	Demonstrated ability to build
	
	Proven history of delivery of learning

	
	
	relationships with internal and external
	
	programmes in a regulated environment

	
	
	customers
	
	

	
	
	Excellent communication and
	
	

	
	
	facilitation skills within all levels of the
	
	

	
	
	organisation
	
	

	
	
	Experience in performance
	
	

	
	
	management for high quality
	
	

	
	
	outcomes
	
	

	
	
	Experience in the development of
	
	

	
	
	Computer Based Training (CBT),
	
	

	
	
	Learning Management System and
	
	

	
	
	other e-learning capabilities
	
	

	
	
	Demonstrated high-level personal
	
	

	
	
	qualities in relation to adaptability,
	
	

	
	
	flexibility, commitment, ability to apply
	
	

	
	
	sound judgement and reasoning,
	
	

	
	
	ability to effectively time manage and
	
	

	
	
	prioritise tasks.
	
	

	
	
	
	
	


Key interactions

	Internal
	Network Operations leaders, departmental specialists, team members

	
	

	External
	Safety Systems – Safety Standards

	
	


Sign off

I have read and understand the requirements of this position. I agree to consult with my Leader should I not understand the key accountabilities or expectations of me. I will carry out the position to the best of my ability and understand I must meet required performance standards and targets. I accept the responsibilities of the position as outlined above.
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I understand the position description for my role is constantly evolving, based on emerging priorities and shifts in organisational and department needs, and therefore will be updated from time to time.

	Team member name:
	Signature:
	Date:

	
	
	[Add date]

	
	
	

	Leader’s Name:
	Signature:
	Date:

	Luke Peyton
	
	[Add date]
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