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	JOB DETAILS

	Job Title:
	Learning Platform Coordinator

	Function: Department
	Operations L&D

	Location:
	Milton Keynes

	Reporting to: Reporting To
	Learning Technologies Manager

	Effective Date: direct Reports
	TBC

	DPG Band:
	TBC


 
	JOB PURPOSE & RESPONSIBILITIES

	Job Purpose:
 
This role is responsible for the day-to-day administration, configuration, and maintenance of the franchise system learning platform. The role ensures learning content and learning plans are accurately managed, tested, and deployed to agreed timelines, supporting a high-quality learning experience for all users. The Learning Platform Coordinator also provides first-line user support when required, helping to maintain excellent service standards and minimise disruption to learners.	Comment by Emma Kennedy: @Francesca Dubery - I think the outline for this and the tasks look fine - I added just a couple of bit around communication and included the franchise element to cover for future development.
 

	Key Responsibilities/Job Tasks:
 
· Administrate and maintain the learning platform, including system configuration and routine platform administration tasks.
· Configure platform settings to support business and learning requirements while maintaining system integrity.
· Test new learning content within the platform prior to launch, identifying, documenting and escalating any technical or user experience issues.
· Upload, manage, and maintain learning content within the platform, ensuring content is accessible and published in line with agreed launch schedules.
· Manage content visibility and audience assignments to ensure learners receive the correct learning at the appropriate time.
· Build, curate, and maintain learning plans in accordance with agreed specifications and business requirements; this will involve liaising with franchise groups and their key operators regarding franchise specific content.
· Provide first-line user support as needed to cover leave, responding to user queries, and resolving basic issues.
· Escalate complex technical issues through the appropriate channels where necessary.
· Identify opportunities to improve platform administration and communication processes, where relevant.
 


 
 
 
  
The following sections consist mainly of a series of questions related to specific skills/job requirements.  You should focus on the role rather than the individual when considering the most appropriate answer and should base the response on what you consider to be the normal features of the job which are typical of the job and its usual working conditions over the year.
	SKILLS & JOB REQUIREMENTS (Please complete where applicable)

	Technical and Analytical
The role requires proven experience in administering a Learning Management System, strong technical aptitude, and problem-solving skills, with the ability to troubleshoot LMS issues effectively. The role holder will have solid analytical skills and the ability to work with data in Excel.
 

	Workload Prioritisation
The role holder will have to work independently, prioritising workload and communicating regular updates to the Learning Technologies Manager and wider Learning and Development team. Ability to manage time and work unassisted is a key requirement for this role.


	Communication
The role holder will be required to communicate with a range of stakeholders including those internal to DPG and external in the franchise system and suppliers. Excellent verbal and written communication skills are required alongside the ability to disseminate relevant information in a timely manner.



 
	JOB SPECIFICATION

	1. Professional Qualification(s)
	 None but IT based is desirable

	2. Knowledge
	Learning management systems
Microsoft Excel
HTML knowledge (desirable, not essential)


	3. Skills/Ability
	· LMS administration
· Strong Excel skills
· Organised 
· Excellent communication skills
· Proactive approach
· Analytical and problem-solving skills
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