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	Role Profile
	

	Job Title:
	Virtual Learning Administrator

	Grade:
	OS2

	Reports to:
	Virtual Support Manager

	Location and Working Pattern:
	Home Based – Travel to London when required

	Department:
	IT

	
	



	About the role
	

	Summary:
	Provide administration and technical support to our internal and external customers attending virtual training via an online conferencing platform.


	Role Responsibilities:
	· Administration of sessions – setup, modifying and cancelling
· Host and Support sessions
· Ownership of technical issues, escalating when required
· Provide Reports and recordings to internal and external customers
· Monitor and resolve email enquiries 
· Communicating with different teams 
· Session updates
· Upskill trainers on virtual delivery

	Your Experience/Skills:
	· Customer Service
· Experience using (including as an attendee) online conferencing platforms such as Cisco Webex, MSTeams, Zoom.

	Key Competencies:
	· Online conferencing platforms – attendee and/or administrator
· Office applications – Excel, Outlook

	About QA
	At QA, we believe the future belongs to organisations that are able to learn, master and apply new skills at pace and scale. As the largest tech training company in the UK and the fastest-growing in the US, we partner with 96% of the FTSE and most of the Fortune 500. We have served over 4,000 customers and 1+ million learners since 1985.

We believe skills alone aren’t enough but need to be applied back to the business in order to effect change. We do this through tailored learning programmes that connect learning across an organisation’s siloes, create continuity for learners, and feature collaborative, cohort-based modalities to apply skills at pace and at scale. Our unique end-to-end learning solution draws from deep expertise across apprenticeships and instructor-led training, and self-paced learning.
Please find out more about us at https://www.qa.com/about/careers/
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