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	ROLE PROFILE 

	Job Title
	Learning Content Specialist 

	Business
	Samworth Brothers 

	Department
	Group People

	Location
	Oak Meadow (Travel to nationwide sites as required)

	ROLE SUMMARY 

	The Learning Content Specialist is responsible for managing the ‘catalogue’ of all learning content  for the group, co-ordinating with the L&D team and other stakeholders to oversee the content library and ensuring that compliance training, and development pathway content are accurately mapped to job roles on the Learning System. 
Also responsible for the learning provider Preferred Supplier List (PSL), the role manages relationships with external training providers and supporting procurement processes.
The role combines content lifecycle management and system administration to enable a consistent, compliant, and high-quality learning experience across the business.

	REPORTING STRUCTURE

	Reports to
	Head of L&D

	Direct & indirect reports
	N/A

	SKILLS & ABILITIES 

	
· Work collaboratively with People team and leaders across the business to bring our purpose — “Doing GOOD things with GREAT food” — to life, creating an inclusive environment where all colleagues can thrive and grow.
Learning Content & Role Mapping
· Establish and manage a clear process by which to capture learning content requirements, intended audience, and relevant information to enable all learning activity across the group is supported and recorded in the Learning Management System. 	Comment by Clare Moore: I think we need to differentiate between being an enabler with being accountable
· Map learning content to job role ‘learning profiles’ and programme ‘learning pathways’
· Enable learning content assignments to remain accurate as roles, regulations, or organisational structures change.
· Work closely with internal stakeholders to ensure learning architecture reflects job design and workforce needs

Compliance Training 
· Provide assistance to the owners of compliance learning content, including flagging review cycles 
· React to stakeholders’ requirements to update content to ensure compliance training meets regulatory, policy, and audit requirements in a timely way
· Support internal and external audit-readiness by enabling accurate role-to-training mappings and records

Training Provider & PSL Management
· Maintain and review the Preferred Supplier List (PSL) for training providers, engaging key stakeholders to gain their input and support
· Encourage L&D Partners to assess providers based on quality, relevance, delivery effectiveness, and value for money
· Co-ordinate provider onboarding, review, renewal, and offboarding processes
· Act as a central point of contact between L&D, Operations, Functional SME’s, Procurement, and training providers
· Support procurement activities related to training content and delivery
· Assist with provider selection, RFPs, RFQs, and evaluation documentation
· Ensure learning requirements are clearly translated into procurement specifications
· Track provider usage levels and performance to inform renewal and sourcing decisions

Learning Management System
· Administer learning content within the LMS, including uploading, configuring, tagging, and archiving content
· Maintain accurate metadata, job role mappings, and learning rules related to content within the LMS
· Ensure a clean, intuitive learner experience across compliance and development content
· Troubleshoot content-related LMS issues and liaise with system vendors where required
· Support continuous improvement of LMS content structure and governance

Communication
· Communicate clearly with stakeholders regarding learning requirements, changes, and updates
· Build strong collaborative relationships across functions to support learning adoption and governance
Metrics
· Provide insights, reporting, and recommendations to L&D, People team and Functional SME leadership.
· Develop and manage a dashboard to track savings and utilisation of spend.

	KNOWLEDGE & UNDERSTANDING

	
Learning Systems & Content Management
· Strong understanding of learning content lifecycle management
· Good working knowledge of Learning Management Systems (LMS) and role-based learning assignment
· Solid understanding of learning pathways, job architectures, and skills or capability frameworks
· Know how to monitor completion, coverage, and exceptions, escalating risks where required

Compliance & Governance
· Solid understanding of compliance training requirements in highly regulated environments
· Awareness of audit requirements and evidence management related to learning
· Knows how governance frameworks apply to learning content and providers

Change & Stakeholder Management
· Understands how to manage change related to learning content, systems, and providers
· Knows how to work effectively with multiple stakeholders at all levels to negotiate and influence around differing priorities
· Knows how to prioritise and organise a complex and detail-orientated workload
· Knows how to make objective, structured decisions 
· Understands how to manage external providers, contracts, SLAs, and audit processes to ensure quality delivery and compliance

Digital & Analytical Skills
· Strong working knowledge and understanding of digital systems and learning data
· Knows how to interpret completion, usage, and coverage data to identify risks and improvements
· Knows how to work with a high attention to detail and ensure data accuracy


	QUALIFICATIONS, EXPERIENCE, TECHNICAL SKILLS / KNOWLEDGE

	
· Learning & Development or HR qualification (desirable)
· Procurement and/or vendor management training (desirable)
· LMS or digital learning certification (desirable)


	CORE COMPETENCIES, ATTRIBUTES & BEHAVIOURS FOR SUCCESS

	Competency
	Descriptors


	Values People
	Demonstrates the belief that people are our most important asset and central to the success of the organisation. Everybody should be treated with dignity and respect at all times.

	Customer Focus
	Is passionate about quality, striving to continuously make a positive difference for our customers and our consumers.

	Collaborative 
Team Working
	The willingness to act as part of a team and work towards achieving shared objectives through adopting best practice in line with our Purpose Statement and Company Values.

	Flexibility & Adaptability
	The ability to change and adapt own behaviour or work procedures when there is a change in the work environment, for example as a result of changing customer needs.

	Initiative &
Taking Ownership
	Steps up to take on personal responsibility and accountability for tasks and actions in line with our Purpose Statement and Company Values.

	Drive for Excellence
	Knows the most effective and efficient processes for getting things done, with a focus on continuous improvement.

	Resource Management
	Effectively manages resources and cost drivers to achieve sustainable productivity and profitability.

	Technical Expertise
	Has the skills, knowledge and experience required to excel in own area of specialism and the willingness to further grow and develop.

	Self-Management 
	Uses a combination of feedback and reflection to gain insight into personal strengths and weaknesses, so that own time, priorities and resources can be managed to achieve goals
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