Training & Events Officer
Role Overview
The Training & Events Officer is responsible for providing administrative support to the Training and Events teams.
This position ensures that administrative processes are efficient, compliant, and focused on the trainee and member experience. The role supports the growth of bpf’s trainings and events and works closely with the People & Programmes Manager and the Operations Manager to ensure strategic direction.
Key Responsibilities
· Lead and coordinate all administrative aspects of the bpf training programmes, ensuring timely and consistent delivery in collaboration with the People & Programmes Manager and Events Manager.
· Oversee the trainee journey, including applications, onboarding, evaluations, tutor assignments, reporting, progress tracking, schedules, scheduling teaching, and the annual review of key documents.
· Gather and report trainee feedback for continual improvement and compliance with regulations.
· Maintain effective communication and relationships with teaching staff, trainees, committees, and external partners to support all training and events activities.
· Manage the yearly trainee selection process by handling applicant communications, organising interviews, and documenting results.
· Assist in the planning and delivery of events, represent programmes at relevant internal and external activities (as required), and support bpf promotional work.
· Keep thorough records, process payments, track expenses, and prepare reports for the People & Programmes Manager; hold day-to-day responsibility for budget tracking and financial administration.
· Ensure strict confidentiality and adherence to bpf policies, including safeguarding, data protection, and equal opportunities.
· Minute confidential meetings, manage complaints according to policy, and escalate sensitive matters appropriately.
· Contribute to cross-organisational projects and drive continuous improvement initiatives.
Events Coordination
· Support the planning and delivery of open days, trainee social events, CPD and other bpf events as needed. Some out-of-hours work will be required in this role, which will be taken back as time off in lieu.
· Represent bpf training programmes at events, ensuring positive and consistent messaging.
· Liaise with Marketing and Membership teams to promote programmes and support community-building efforts.
· Work closely with the Events Manager, following their guidance for event-related activities.
Regulatory Compliance & Reporting
· Ensure compliance with regulatory requirements (OfS, Middlesex University, BPC reaccreditation), working closely with the People & Programmes Manager.
· Maintain accurate records and support the collation and validation of programme data for regulatory submissions, as required.
Confidentiality, Complaints, and Policy Compliance
· Uphold the highest standards of confidentiality in all aspects of the role.
· Minute confidential meetings and handle complaints in line with bpf policy, escalating as appropriate.
· Ensure all activities comply with bpf’s safeguarding, data protection, and equal opportunities policies.
General Responsibilities
· Carry out tasks as directed by the CEO or relevant managers.
· Follow bpf policies and procedures.
· Take responsibility for one onsite weekly duty shift as part of the administrative duty rota.
This job description is intended as a guide and is not exhaustive. Duties and responsibilities may vary over time without changing the general character of the post or the level of responsibility. The job description and person specification may be reviewed periodically in conjunction with the postholder.
Person Specification – Training & Events Officer
Qualifications
· Good level of general education.
· Experience in an administrative role, ideally within training, education, or membership settings.
· Experience of running events online and in-person is desirable but not essential.
· Knowledge of higher education or professional healthcare training (psychotherapy/counseling) is desirable but not essential.
Experience
Essential
· Experience in a customer-facing role.
· Ability to manage and prioritise different tasks efficiently.
· Ability to communicate professionally and accessibly with a diverse range of stakeholders, ensuring clear and effective information sharing.
· Experienced in monitoring and managing and responding to inquiries in a timely and courteous manner.
Desirable
· Experience in budget management, financial operations, minuting confidential meetings, and professionally handling complaints is desirable.
· Experience in budget tracking, payment processing, and the preparation of accessible financial reports.
· Experienced in supporting the delivery of events, conferences, and talks.
Knowledge, Skills & Abilities
· Excellent verbal and written communication skills; able to handle sensitive situations and resolve conflict diplomatically.
· Strong organisational and time management skills; capable of prioritising and managing a varied workload.
· Computer literacy (Microsoft Office, databases, Zoom, Teams, etc).
· Ability to work independently, exercise sound judgment, and implement change with tact and confidence.
· Methodical, detail-oriented, and committed to maintaining confidentiality.
· General understanding of policy compliance, safeguarding, and data protection.
Personal Qualities
· Display maturity, professionalism, and teamwork.
· Commit to bpf's values and goals.
· Support the team by taking responsibility for one in-person duty day weekly.
Main Terms & Conditions
· Contract duration: Permanent
· Hours of work: 35 hours a week, including a minimum of 2 evenings and 2 Saturdays per month (time off in lieu provided).
· Location: Hybrid. Minimum two days per week onsite at bpf’s offices at 37 Mapesbury Road, Kilburn, London NW2.
· Salary: £28,000.00 per annum.
· Annual leave: 30 days plus Bank Holidays.
· Pension: Employer 3%, employee 5%
· Notice period: One week during the 6-month probationary period; one month thereafter.
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