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	1. Job specifics

	Job Title:
	Scheduling Specialist

	Reports to:
	Scheduling Manager

	Location:
	Slough

	Department:
	Operations



	2. About the role

	What you’ll be doing?
	You will have full responsibility for the planning of all course schedule and Instructor utilisation. You will work with sales teams to fulfil all training requirements and to ensure effective use of QA’s Instructors and Training Centres.

	Key Responsibilities
	Manage all Internal trainer schedules – responsible for the diary management of QA trainers
Allocate preparation time for trainers and maintaining their records.
Responsible for ensuring adequate cover is provided for trainer sickness and holiday requests.
Managing new trainer inductions. This involves “buddying” them up with experienced trainers, arranging for them to sit in on relevant courses and organising team teaches
Maintaining in-house system with up to date information i.e. courses codes.
Produce weekly scheduling reports to monitor all centres; Public, Closed and On Site Courses.   
Negotiate prices with associate companies and freelance trainers
Monitor fill rates and revenue for all courses in order to maximise these, add extra dates as and when required.
Identify gaps in trainer skill sets by using QA’s skills matrix and put forward business cases to employ additional resource.
Monitor low/high fill courses and cancel low fill courses, notifying all Account Managers and their Customer Service Representative.
Ensuring all courses are scheduled correctly.

	KPIs & SLAs
	Meeting delivery, cover requirements
Success coordination of schedules

	Key Working Relationships
	Wider Scheduling and Sales teams
Trainers


	
	3. About You

	Competencies
	Core
Integrity - 1
Accountability - 1
Communication - 2
Adaptability - 2
Initiative – 1
Role Specific
Attention to detail – 2
Results Driven – 2
Customer Focus – 2
Collaboration - 2

	Your Experience
	Experience in Project management and planning
Experience in managing large teams
Experience of working in a scheduling environment
Experience of working in an environment that is subject to change.
Able to make decisions and be accountable/responsible for them.
Experience working within a scheduling or timetabling or planning environment desirable

	Your Knowledge
	Knowledge of planning/scheduling best practice

	Your Qualifications
	Educated at degree level preferred

	What you’ll bring to QA
	Commitment to delivering excellent customer service
An eye for detail
Proactive approach to work
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