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	Job Information

	System Job Title
	Site Trainer 
	Function
	Production 

	Working Job Title
	Site Trainer 
	Sub-Function
	Learning & Development

	Job Code
	NA
	Team
	

	Location Job is Performed
	Clitheroe 
	Reports To
	Production Manager



19 Jan 2026 

Role Purpose:
To provide effective training (via induction and ‘on the job training’) for employees, as well as a comprehensive co-ordination service to the manufacturing areas and training department to meet business, departmental and individual needs.

Essential Duties and Responsibilities:
Induction and Training
· To induct, train, assess and support all new employees within their first 12 weeks of employment.
· To liaise effectively with the HR Specialist Advisor and Shift Managers to identify the training needs of employees.
· To provide competency checking for SOP’S.
· To actively contribute to the effective and efficient recording of training for staff.
· To provide administrative support for the training department and shift managers.
· To effectively communicate with trainees, line managers and the Human Resources department to ensure training needs are fully recognised and realised.
· Document Responsibilities
· To complete and update training documents in accordance with standard operating procedures.
· Responsible for the correct completion of training documentation and transference of information to ensure records are accurate and up to date on Papaya.
· Ensuring training acknowledgement forms are correctly completed and signed off by trainer and trainees and stored onto Papaya.
· Ensure all training documents are present on personnel files.
Responsibility for Information
· Ensure information is relevant and up to date at all times.
· To ensure all training material is stored and in order and is easily accessible for all audits.
· Access to staff / employee data which should be handled in line with Data Protection regulations
Continuous Improvement:
· To assist the site in promoting a culture of Continuous Improvement and to actively participate in any programmes or initiatives to improve performance.
· Attend training and other personal development activities, deemed appropriate, provided by the Company from time to time.
· Company Policies and Legislation:
· Ensure full compliance with all Company and Group Policies and Procedures as well as legal requirements with regard to health & safety, environment, food safety & hygiene and employment law.
· Maintain the highest quality standards at all times, ensuring good housekeeping and that all work areas are kept clean and tidy at all times.
Cross Functional Working:
· Assist the business to ensure effective communication and cross-functional working. This includes regular interface with all departments at the site.
· Other:
· Ensure that the correct protective clothing is worn whilst handling ingredients and whilst within the manufacturing areas.
· Perform other functions that may be assigned from time to time.
Education and/or Experience:

· Train the Trainer Qualification - desirable 
· Relevant level of education - min. GCSE level 
· Auditing Skills – or willingness to train in these 
· Training preparation and delivery 
· Data input experience 
· Knowledge and experience of manufacturing processes and equipment 
· Good understanding of departmental and company objectives. 
· Experience of working on factory floor, reviewing Job Detail Sheets 
· Fully proficient in Microsoft packages as well as outlook express 

Competencies and Proficiency Requirements:

· Able to communicate effectively with people at all levels – with good inter-personal skills. 
· Well-developed verbal & written communication skills. 
· Literate and numerate 
· Auditing skills with high degree of attention to detail. 
· Positive and committed attitude. 
· Desire to assist the culture of continuous improvement. 
· Good record-keeping, organisational and planning skills. 
· Ability to use own initiative and manage personal workload. 
· Able to multi-task with a flexible approach. 
· Computer literate (Microsoft Word, Microsoft Excel, PowerPoint, Outlook Express). 
· Adhere to Company’s Dignity and Health & Safety Policies. 
· Ensure high quality standards and hygiene are maintained. 
· Respect individual and Company confidentiality rights. 

Scope:
Financial/Budgetary Responsibility: None
Training and inducting of new employees, re-training of existing hourly paid employees and coordination of training materials, schedules and matrices across manufacturing functions. 
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