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	Role Profile
	

	Job Title:
	Senior Technical Learning Specialist

	Grade:
	DGT4

	Reports to:
	Senior Delivery Operations Manager

	Location and Working Pattern:
	Hybrid – Virtual delivery with requirement to deliver from QA centres and client sites 
Full-Time

	Department:
	Office Applications Delivery Team - Data, AI & Software Vertical

	Vetting required:
	Enhanced DBS & BPSS



	About the role
	

	Summary:
	As an expert in your field of end user application training, you will deliver QA and vendor specific innovative, high-quality sessions predominantly across Microsoft 365 core applications, especially Excel, PowerPoint and Copilot. Alongside these, skills in wider M365 apps will be ideal, extending to Microsoft Project, Power BI and SharePoint for a business user audience. Tech agnostic data Literacy, visualisation, storytelling and governance are increasing requests for a wide range of clients. 
You will empower learners to apply their knowledge effectively in real-world scenarios. You will maintain high satisfaction scores, contribute as a subject matter expert, and collaborate across teams to support shared goals and continuous improvement.
In addition to training delivery, you will play a key role in shaping the future of learning by contributing insights to the design and development of cutting-edge courses. With strong expertise in Microsoft digital productivity tools, and data foundations, alongside other vendors like Google (Workspace and Gemini) and Adobe (Creative Cloud), you will stay at the forefront of industry trends through ongoing professional development and a passion for education.

	Role Responsibilities:
	· Training Delivery: Deliver high quality and engaging training in line with polices, industry standards and regulatory requirements.
· Performance & Quality Metrics: Attain a consistent Trainer Satisfaction Score (TSAT) of 92%+ and achieve ‘Meeting Expectations’ in trainer observations, utilise feedback to improve performance and effectiveness of training, conduct peer observations providing constructive feedback.
· Subject Matter Expertise: Act as an SME utilising your in-depth knowledge to contribute insights to internal discussions, client programmes and collaborate cross functionally 
· Communication: Collaborate effectively across teams, maintaining professional proactive communication with internal and external stakeholders
· Contribution: Support team objectives and initiatives, demonstrate accountability and reliability showing flexibility to adapt to priorities 
· Continuous Professional Development: Proactively maintain industry recognised certifications, engage in continued learning to stay up to date with industry trends, emerging tech and best practices

	
Your Experience/Skills:
	Training Delivery
· Excellent presentation, facilitation, and coaching skills to effectively deliver content in an engaging and interactive manner virtually and/or in-person
· Ability to connect with diverse audiences at all levels within an organisation, including technical and non-technical professionals

Essential Skills
Microsoft 365
· Demonstrate strong knowledge and skills in core Microsoft 365 applications (particularly Excel, PowerPoint, Word, Outlook, Teams) to enable effective collaboration, communication, and productivity.
· Ability to deliver training across all user levels, with advanced proficiency of core M365 apps.

Copilot
· Hands-on experience using Microsoft 365 Copilot across core apps (Excel, Word, Teams, Outlook, PowerPoint) and Copilot secure Chat, to enhance digital productivity and efficiency. A strong understanding of prompt engineering and responsible use of AI.
· Ability to translate AI features and capabilities into practical business applications and keep up to date with rapid feature evolution.

Excel
· Ability to teach all levels of business user topics, from foundational through to advanced features.  
· Knowledge of advanced Excel topics, including: popular functions, data lists, visuals, PivotTables, dynamic array formulas, Power Query basics, dashboard creation, and process automation to support a range of business functions.

Desirable Skills
Microsoft Project
· Ability to set up Microsoft Project plans, task scheduling, resource management, baselining, tracking and reporting. 
· Understanding of different variants of Project: Planner Basic and Premium, Project Online, Project Professional Desktop.

SharePoint
· Experience in SharePoint site creation, design and management, including document libraries, permissions, collaboration setup, intranet design and governance, and integration with Teams and OneDrive.
· Ability to share best practices for scalable solutions.

Power BI
· Knowledge of Power BI Desktop for a business user audience, to enable them to connect to data, query the data, add visuals and prepare to publish a report built from scratch. 
· Ability to deliver best practice for business insights enabling data-driven decision-making.

Data Literacy
· Strong foundations in data literacy, including data management, quality, structures, and analytics concepts, combined with the ability to teach statistical thinking, visualisation, and storytelling to support data-driven decision-making and organisational change.
· Advanced theoretical and practical storytelling skills.
Data Governance
· Ability to explain data governance principles to align data strategy with business objectives, ensure data quality, security, compliance and lifecycle within organisational frameworks.
· Practical understanding of governance policies and tools to apply in a business context.
Google
· Hands-on experience using Google Workspace and Gemini across core apps (Sheets, Docs, Slides, Gmail, Drive, Meet) to enhance digital productivity and efficiency with a strong understanding of prompt engineering and responsible use of AI.
· Ability to translate AI features and capabilities into practical business applications and keep up to date with rapid feature evolution

Adobe
· Demonstrate skills across Adobe Creative Cloud, including Photoshop, InDesign and Illustrator.
· Support learners to produce social media content, flyers, adverts, brochures or tender documents.

Wider Requirements
· Passion for education, technology, and empowering others through knowledge sharing


	Qualifications:

	Desirable 
· Microsoft Office Specialist (MOS)
· Microsoft Certified Trainer (MCT)
· Certification in instructor delivery skills
· Google Cloud Professional Trainer (GCP)

	Key Competencies:
	· Showcase engaging, clear, and interactive delivery of complex technical content, tailored to diverse audiences
· Demonstrate strong knowledge and skills in core Microsoft 365 applications and Copilot 
· Exhibit clear, professional communication and the ability to explain technical concepts to both technical and non-technical learners
· Share contributions to course development and innovative approaches to enhance learner engagement and outcomes
· Provide evidence of achieving high training satisfaction scores and use feedback to improve delivery
· Highlight ongoing professional development, certifications, and a proactive approach to staying current with industry trends


	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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