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Job Description- Senior Programme Coordinator (bespoke programmes team)

	Job Specifics 
	

	Job Title
	Senior Programme Coordinator

	Reports to
	Service Delivery Manager

	Location
	London

	Department
	Bespoke Programmes



	About the Role 
	

	Role overview
	In this role you will coordinate the delivery of bespoke training programmes and act as the first point of contact to our client. You will engage daily with internal and external stakeholders to deliver a variety of programme coordination activities. These activities are to be delivered in line with the required training programme learning outcomes and in accordance with contract terms.

	Key responsibilities
	Create and maintain programme plans to track progress and ensure successful completion of training programmes.
Manage and prioritise coordination activities to meet internal and external requirements. 
Act as main point of contact for training programme for internal and external stakeholders.
Maintain excellence in coordination activities including answering stakeholder queries, onboarding learners, managing commercials and evaluating training programme feedback.
Collate, analyse and report programme feedback data.
Present service delivery reviews to clients.
Effectively raise issues, escalate risk and problem solve. 
Contribute to team meetings offering portfolio updates and knowledge sharing.
Report commercial updates.

	Experience
	Building and maintaining client relationships.
Extensive cross-functional collaboration skills.
Effective soft skills and emotional intelligence facilitating effective written and verbal communication.
Comfortable presenting to clients both face to face and virtually. 
Effective time and task management.
Proficient in analysing, evaluating and reporting data.
Innovative when solving problems operating with a solution orientated approach.
Resilient and able to adjust when working in a dynamic environment.
Microsoft office (including Excel and PowerPoint).

	KPIs and SLAs
	Measured on completion of tasks in-line with agreed SLA’s/KPI’s as well as your positive impact on customer service to internal and external stakeholders

	Key working relationships
	Client, sales, finance and delivery teams.


	Qualifications
	Ideally you will be educated to Degree level or equivalent or studying towards this level 
Or 
Experience in a similar role that would reflect degree level qualification
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