Job Description: Systems Training Lead

Reports to: Systems and Training Manager
Location: Currently operating hybrid working in our West London Office
Contract: Permanent
Pattern: Full Time (standard hours 9am – 5.30pm) 
Salary: £ 40,000 to 44,000 per annum dependent on experience 

About the role:

The Systems and Training team within Ark schools provides systems support and training capability to 
 to ensure the operation and continual improvement of our core school systems 

As Systems Training Lead, you’ll play a vital role in helping our schools get the most out of their core systems (including Bromcom, CCR, CPOMs, Admissions+, iPay, Fusion, InVentry, EdVal, Smartgrade, OFSM, GL and Wonde). You’ll design and deliver engaging training, create clear guidance materials, and support system rollouts to ensure smooth adoption. Working closely with colleagues across Technology and the central team, you’ll also support and contribute to initiatives to improve processes and enhance user experience. This role is perfect for someone who is keen to enable others and is make technology work for education.

Key Responsibilities:

Training management, design and delivery
Plan, design, and deliver engaging training sessions (in-person and virtual) tailored to user need
Provide ad hoc training on request.
Develop and maintain high-quality guidance materials and process documentation on systems and data.
Collaborate with stakeholders to define training requirements and prioritise delivery.
Evaluate training effectiveness and user feedback to inform continuous improvement.
Create and distribute the fortnightly newsletter

System implementation
Contribute to projects involving system implementation, upgrades, or process changes ensuring training and support are embedded throughout.
Provide advice on training approaches to support system adoption.
Support system rollouts and updates with targeted training and communications.

Support 
Work closely with the Systems Support Manager, Systems and Training Manager and other colleagues in Technology and the central team to contribute to initiatives to improve internal support processes, identifying opportunities to streamline workflows and enhance service quality.
Upskill in core systems to support process improvement work and able to act as a point of escalation for Systems Managers.  
Provide responsive and effective support to system users, helping resolve queries and improve user experience, particularly where there is a training need identified.



Person Specification: Systems Training Lead

Qualifications
· Relevant training qualification (desirable)

Knowledge & Skills
Experience designing and delivering systems training
Strong communication and presentation skills, with the ability to engage diverse audiences
Excellent documentation and instructional design skills
Familiarity with school systems and the Bromcom MIS platform
Ability to analyse and improve operational processes
Confident using digital tools and platforms for training delivery (e.g. Teams, LMS)
 
Personal Qualities
· Excellent customer focused attitude
· Strong interpersonal skills and confidence 
· Flexible, highly organised and able to prioritise work to meet deadlines in a dynamic environment 
· Proactive and enthusiastic about enabling others through training
· Strong team player with a collaborative mindset
· Detail-oriented and committed to service excellence

  Other 
· Right to work in the UK
· Willingness to occasionally travel to locations, including our schools, across England
· Commitment to equality of opportunity and the safeguarding and welfare of all students
· Willingness to undertake training
· This post is subject to an enhanced DBS check

Ark is committed to safeguarding and promoting the welfare of children and young people in its academies. In order to meet this responsibility, its academies follow a rigorous selection process to discourage and screen out unsuitable applicants.  

Ark requires all employees to undertake an enhanced DBS check. You are required, before appointment, to disclose any unspent conviction, cautions, reprimands or warnings under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975. Non-disclosure may lead to termination of employment. However, disclosure of a criminal background will not necessarily debar you from employment - this will depend upon the nature of the offence(s) and when they occurred. To read more about Ark’s safer recruitment process, please click this link. 

We aim to build a diverse and inclusive organisation where everyone – staff and students – can do their best work and achieve their full potential. We want to reflect and represent diverse perspectives across our organisation because we know that doing so will make us stronger and more effective. To know more about Ark’s diversity and inclusion commitments, please click on this link.

