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SELWOOD LTD 
POSITION DESCRIPTION: Systems Training Specialist 


	LOCATION:
	Field based (with nationwide travel)

	POSITION PURPOSE:
	This role is responsible for delivering engaging and practical training to new and existing employees across the UK on the effective use of Selwood systems for hiring, returning, maintaining and billing equipment.

The Systems Training Specialist will travel regularly across our multi-site network to upskill staff and promote best practice system use to improve efficiency, accuracy and customer experience. Identifying opportunities to develop Selwood systems, involving scoping, testing and rolling out changes to support the strategic efficiency projects.


	RESPONSIBLE TO:
	Systems Training Manager

	REGULAR CONTACTS:
	External 
	Suppliers
Software Vendors


	
	Internal
	Branch Managers
Hire Desk Teams
Sales Teams and Managers
Solutions Teams and Managers
Systems Training Manager
IT and Transformation Teams
HR and L&D Teams



MAIN RESPONSIBILITIES:
1) To deliver engaging and role-specific systems training, in person and online, to new and existing employees across our multi-site UK network.
2) Liaise with HR and L&D to track new starters and internal changes and arrange training/refreshers in line with emerging training requirements.
3) Regularly develop, maintain and distribute training materials and manuals in line with current business processes and system updates.
4) Assess training needs and tailor delivery to suit the needs of different departments and individual learning styles.
5) Conduct branch reviews regarding system usage and processes, providing feedback to relevant stakeholders.
6) Provide branch specific support for locations experiencing systems issues to identify root cause and support in implementing effective and prompt solutions.
7) Test system and enhancement upgrades 
8) Be a first point of call for employees and managers should they experience issues with the systems to resolve or escalate where necessary 
9) Maintain Daybooks to add and remove staff when required and resolving any issues the Hire Desk staff may encounter
10) Maintain training logs, feedback, attendance and competency reports, sharing data with relevant stakeholders.
11) Collaborate work with our IT and Transformation teams to raise and resolve change requests, followed by robust testing before release into the live environment.
12) Partner with the IT and Transformation teams to prepare users for new releases, process changes, and system enhancements.
13) Promote a culture of system accuracy and accountability across the network to ensure high-quality customer service and data integrity.
14) Support and develop best practises across the UK teams within the rental system, for processing hire and project enquires through to delivering the job.
15) Support Selwood rental system strategic projects that work towards building a full ERP system, such as CRM / Project Operations / Field Services / Project Accounting etc in particular with regards to testing

The main responsibilities are outlined above. This is not a definitive list and other tasks/activities may be necessary, as the Company’s commercial activities require.

QUALIFICATIONS & EXPERIENCE:
Essential:
· Previous experience delivering system or process training
· Experience within the hire, rental, logistics or utilities industries is essential
· Competent user of digital systems and all Microsoft office programmes.
· Excellent communication skills along with ability to present, listen and support. 
· Ability to coach, train and develop individuals to ensure best practice across all roles, adapting training style to suit the audience.
· Proven history of working in an operational capacity with particular focus of service delivery.
· Organised with attention to detail and comfortable working independently in the field.
· Ability to simplify technical information for non-technical audiences.
· Flexibility to make site visits at short notice and stay overnight across the UK where required.
· Full UK driving license.


Beneficial:
· Experience and understanding of CRM or asset-management systems.
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