
Training & Development Coordinator 

www.fileder.co.uk

Salary: £27,500 - £30,000



The Company

Established, independent specialists in the advice and supply of just about everything water filtration 
and treatment related. 

With over £6 million of stock held in our UK and European facilities, we pride ourselves on providing 
our customers with the best service available. The stock availability, technical support, external account 
managers, training and laboratory facilities available enables excellent customer service, which is why 
our customers agree that we are ‘easy to deal with’.

Our modern and open plan offices are based in Maidstone, Kent, benefiting from free on site parking, a 
chill-out room and changing rooms with showers.

While main office hours are 9am to 5.30pm, some departments vary. Employees can also enjoy a 
variety of excellent perks offered by this progressive company.

40 years 
as a filtration 

expert

4500 customers 
across the UK & Europe

£6 million 
of stock held

97%
of orders despatched 

the same day

20 years 
of ISO 9001 

Certified

  



The Role

The Training & Development Coordinator is an exciting 
new role for this forward-looking company. The role’s 
key responsibility is to organise the upskilling of staff by 
supporting the development of new starters and the existing 
workforce and, with the implementing a structured and 
successful programme, Fileder’s present and future needs can 
be achieved, and longevity maintained.

The Training & Development Coordinator will set in place 
and run a programme for employees to learn new skills and 
develop existing ones, and thereby ensuring everyone is fully 
trained and has the support to enable them to do their jobs 
effectively and allow progression through this thriving local 
business.  

As well as helping to design and develop the programme, it 
will be essential that the Training & Development Coordinator 
manages the diary, training materials, room allocation, 
trainers and attendees. The work does not stop there, as once 
the employees have finished their training, they will be tasked 
with evaluating how successful the training has been for 
both individual employees, trainers and the overall company. 
This involves conducting regular staff feedback sessions and 
reviews to keep an eye on their progress and ensuring other 
opportunities are available for ongoing development.

The Training & Development Coordinator will work 
closely with the Company Secretary and must be able to 
communicate and escalate ideas and issues. They will assist 
the Business Services team on a range of daily tasks, primarily 
HR administration and support, where confidentiality and 
compliance with employment law is essential.  

This job is usually 9-5.30, Monday to Friday, office based, 
however there may be times when they are needed to work 
more flexible hours to accommodate the different training 
styles and the needs of the business.

There’s a lot of multitasking and organising to do in this job, 
and their workday could involve:

•  Creating a training plan and working with training providers 
to develop suitable content for the courses

•  Producing materials needed for training and the necessary 
resources

• In some instances, helping to deliver the training 

•  To conduct training reviews and feedback on sessions as 
well as supporting managers with general performance 
reviews

•  Liaising with and supporting HR where necessary with a 
variety of routine tasks

This role reports to the Company Secretary.



The Person

The ideal Training & Development Coordinator is a personable and organised individual, committed 
to helping the workforce develop to their full potential, whilst enhancing the expertise within the 
company itself. They will be enthusiastic about nurturing individuals and be responsible for driving the 
training of people across the business.  

If they are great at organising their own life and those around them then this could be an ideal job, as 
one of the key traits they’ll need is the ability to plan ahead and organise several things at once!

Fileder requires an individual who can drive the training and development of people within the 
organisation. The Training & Development Coordinator must also have excellent administrative and 
organisational skills to ensure that activities are adhered to across the business. This person will ensure 
that managers and employees stay on track with their development through organising training 
sessions, reviews and programmes as well as assisting HR with a variety of administrative tasks.

Being able to encourage individuals and effectively communicate are key elements in this role, which 
require strong interpersonal skills as will work with employees across the business. A passion for 
training will be essential as will have the ability to explore ideas that are creative enough to gain the 
best from people. This person will be able to fully embrace the role and contribute to upskilling the 
workforce at Fileder. 

The Training & Development Coordinator will need to manage a varied and fluctuating workload and be 
able to rise to the challenge and complete not just projects but general HR administration efficiently.     

This role brings job satisfaction, especially when an employee grows in both skills and confidence 
because of the driven programme, though be aware that a flexible approach is always needed as the 
needs of the company and roles can change.

The ideal candidate will be excited about the opportunity to utilise their own existing skillset within 
this role whilst developing themselves, along with their knowledge of the company, product, processes 
and the environment.



The Skillset

The Responsibilities

Having a degree or a postgraduate qualification can be 
an advantage in this job (especially if it’s in something 
relevant like business studies, HR or communications) 
as are NVQ3+ (business, training & support, learning & 
development could be ideal), but it’s not a necessity as 
previous experience is also key. 

•  Excellent people and communication skills; capable of 
liaising and relating with people across the business 
in a variety of roles whilst remaining confidential and 
compliant with employment laws

•  Excellent administrative and organisation skills, with 
the ability to write reports and keep records

• A great motivator

•  Creative, confident and an opportunist at finding the 
best staff engagement methods whilst considering the 
commercial implications and budgets at the same time

•  Proficient at time management for themselves and 
others

•  Focused on improving training and developing, with 
strong presentation skills

• A solid understanding of HR responsibilities

•  Capable of using Microsoft programmes, particularly 
Outlook

• Eligible to work in the UK

•  To implement and manage a successful 
programme to achieve the learning and 
development of the workforce as required by 
the Company

•  To arrange diaries for internal and external 
training for employees and managers

•  To support individuals with their personal 
learning and development

•  To assist and support with reviews for new 
starters and existing staff

•  Liaising with managers to create and maintain 
training and development plans

•  To work confidentially and sensitively in all 
elements of the role

•  To assist with HR matters as deemed necessary 
and appropriate whilst ensuring the HR Portal is 
maintained with accurate information

•  To work closely with the Company Secretary to 
excel and support the workforce

•  Support HR with daily tasks, including holiday 
and absence recording, performance reviews, 
recruitment drives, general administration and 
HR Portal maintenance

•  To conduct administrative and organisational 
tasks for the Business Services team

•  To cover team members during absences and 
annual leave

•  To carry out any reasonable instructions given 
by Management for the benefit of the Company



Fileder Filter Systems Ltd

20/20 Business Park

Maidstone 

Kent

ME16 0LS

01622 621940
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The Package

Date: 14/04/2022 V1
Owner: Business Services

YOUR COMPANY BENEFITS

YOU CHOOSE THE BENEFITS

E/A - Environmental Awareness

Finance & Protection Attendance Bonus NEST Pension

Health & Wellbeing Dental Plans Discounted Gym Membership

Lifestyle Family & Shopping Golf Simulator OpenLearn Wider Learning

Long Service Benenden Healthplan Increased Annual Leave 10 & 20 Year Club 

Travel & Transport Cycle To Work

Health & Wellbeing
Boxercise Counselling Service Eye Tests Gym Sessions

Holiday Private Healthcare Osteopath

Lifestyle
Cinema Discounts E/A - Carbon Offsetting FabYouLess Kids Pass

Theatre & Concert 
Ticket Dicounts

E/A - Find A MilkMan
E/A - Too 

Good To Go


