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	 Role Title: 
	Skills Development Facilitator


	Purpose of the Role:
	To manage skills development initiatives in accordance with FoodBev Seta requirements.


	Qualifications proposed for role
	· Matric 

· Relevant training qualifications. 

· SDF unit standards: Develop workplace skills plans; Implement workplace skills plans; Design a quality assurance system; Compile a report on workplace skills plan.


	Years of experience proposed 
	0 - 2 years
	3 - 5 years
	6 - 10 years
	11 - 15 years
	16 years +

	
	
	x
	
	
	


	Area of experience
	Industry specific training and development management

Relevant HR experience


	Output
	Related Tasks
	Indicators
	Competencies

	Liaison
	1. Liaison with the FoodBev Seta regarding requirements and the organisation’s compliance with these requirements

2. Building of a quality relationship with the FoodBev Seta

3. Liaison with service providers

4. Maintaining an up to date knowledge regarding developments in FoodBev Seta and skills development

5. Conduct regular information sharing sessions

6. Ensure staff buy-in


	1. All required information received from the FoodBev Seta timeously  

2. Feedback acted on

3. Service providers understand requirements of organisation and deliver accordingly
	Communication

Networking

Questioning

Development of specifications

Delivery

	Training Committee established and facilitated
	1. Develop terms of reference for the training committee
2. Facilitate training committee meetings 

3. Negotiate consensus on training priorities and focus areas
	1. Terms of reference facilitate effective functioning of the committee

2. Training committee functions optimally - objectives met


	Facilitation skills

Policy development

Negotiation skills

Managing diversity

Advice

	Workplace skills plan (WSP) compiled and submitted
	1. Advocate skills development to the organisation.       

2. Interpret and understand business objectives and implications for skills development
3. Understand and apply the National Skills Development Strategy (NSDS) and FoodBev sector skills plan (SSP)

4. Interpret and understand the business objectives of the organisation                                        

5. Research and apply national and sector skills plans.    

6. Determine an appropriate skills audit system to identify the skills needs of the organisation                                              

7. Conduct needs analysis for the organisation in accordance with business objectives.                            

8. Document the results of the needs analysis into a formatted WSP.                                        

9. Ensure that WSP complies with requirements of the FoodBev SETA.                                          

10. Ensure that the WSP aligns with sector skills requirements and organisational needs / business objectives

11. Ensure the participation of key stakeholders in the skills planning process


	1. WSP agreed by stakeholders (including management and training committee).                   

2. WSP aligned to business objectives of organisation (plan meets business needs and is in accordance with training budget).                                        

3. Timeous submission of plan (in accordance with FoodBev Seta deadline)

4. Appropriate portion of the skills levy repaid to the organisation
	Strategic thinking and planning

Goal setting

Organisational awareness

Analysis / synthesis

Communication

Planning

Action research

Needs analysis
Liaison 

Negotiation

Report writing

Managing diversity

Facilitation skills

Budgeting and costing

Advice
Administration

	Output
	Related Tasks
	Indicators
	Competencies

	Budgets developed, monitored and controlled
	1. Apply to Seta for learnerships and grants

2. Understand mandatory and discretionary grant criteria and grant claim form procedure from FoodBev Seta

3. Track and reconcile levy payments and grant rebates

4. Liase with Seta regarding levy payments and grant rebates

5. Comply with FoodBev Seta grant claim requirements

6. Manage internal training budget
	1. Grants received and reconciled

2. Budget approved
	Analysis

Interpretation

Financial Management

Budgeting and costing

Reporting

	Workplace skills plan implementation facilitated
	1. Align the company information system to the FoodBev reporting requirements 

2. Co-ordinate the establishment of a communication structure for skills development planning and implementation within the organisation 

3. Prioritise the implementation process of the WSP in the organisation

4. Implementation of WSP within organisation 

5. Advise on learning interventions to meet the requirements of the WSP                                                                   

6. Ensure that any training courses not currently available are developed or sourced, preferably from an accredited provider.                                        

7. Gather statistics re implementation of WSP for implementation report (WSPIR)
	1. Training implemented in accordance with plan.                                                     

2. Deviations from plan managed and real time adjustments

3. All FoodBev Seta audit preparations completed
	Presentation skills

Communication

Meeting management

Liaison

Planning

Implementation

Project management

Procurement

Administration
Advice


	Learnerships and skills programmes implemented within the organisation
	1. Advocate skills development strategies such as learnerships and skills programmes in the organisation
2. Be aware of learnerships available that meet WSP requirements

3. Align learnership requirements for company to WSP

4. Evaluate organisational readiness for learnership process

5. Prepare organisation for learnership implementation
6. Apply to FoodBev Seta to register learners for learnerships

7. Apply for learnership grant

8. Administer learnership process
9. Develop and design skills programmes in accordance with company needs and WSP

10. Register skills programme

11. Administer skills programme
	1. Learnership agreements concluded according to FoodBev 

2. Learnership and skills programme grants claimed

3. Seta requirements 

4. Agreements maintained

5. Records managed and up to date
	Research

Planning 

Administration
Organisation

Communication

Project management

Procurement 

Design / negotiation skills


	Output
	Related Tasks
	Indicators
	Competencies

	Training provider accreditation obtained 
	1. Understand FoodBev Seta requirements 

2. Prepare the organisation to align with the accreditation criteria

3. Training of assessors / moderators

4. Registration of assessors, moderators and ETDPs

5. Develop and / or align an appropriate information system to capture and report on the registration of assessors / moderators / ETDPs and learner achievements

6. Oversee internal moderation process

7. Manage assessment appeals process

8. Prepare for FoodBev Seta audit of training provision

9. Certificate learners (provide learner recognition) for achievements in relation to skills programmes

10. Develop / customise assessment tools and learning material

11. Develop and implement a quality management system for the organisation and / or advise management re QMS requirements. 
12. Develop systems for evaluating the impact of the organisation’s learning programmes on the employees

13. Submit system to the FoodBev Seta for approval – submit accreditation application to the FoodBev Seta

14. Develop indicators to measure progress of the WSP and assessments
	1. Compliance to FoodBev Seta requirements. 

2. Training provider accreditation established and maintained.  

3. Assessors, moderators and ETDPs registered with FoodBev Seta

4. Learner achievement reports maintained

5. Assessment and moderation reports received by FoodBev Seta

6. Skills programmes certified
	Policy and procedure design and development

Analysis

Synthesis

Facilitation 

Consultation

Implementation

Systems thinking

Negotiation

Administration 

Reporting 

Feedback  

	Workplace Skills Plan Implementation Report (WSPIR) compiled and implemented
	1. Ensure that the WSPIR complies with requirements of the FoodBev Seta 

2. Determine the impact of WSP on organisational performance;
3. Gather information (from current records / information systems and from business areas)

4. Synthesis of information into report

5. Assess outcome against the WSP – explain / justify variances
6. Make recommendations on improvement for new WSP
7. Submit report on designated date
	1. Submission of report on the designated date

2. Report contents meet requirements of FoodBev Seta

3. Report is an accurate reflection of organisational position

4. Report accepted by stakeholders
	Analysis 

Synthesis

Evaluation

Information gathering

Report writing

Communication

Advice



	Knowledge
	Knowledge of the following are proposed for this role:

· The Skills Development Strategies (e.g. learnerships, skills programmes, ETQA, skills levies and FoodBev Seta functions).

· Relevant legislation (e.g. SDA, SDLA, Employment Equity Act, Labour Relations Act and SAQA Act).

· Labour market policies.

· Local and international skills development trends.

· Occupational and industrial classification system

· The sector and industry in which the business is operating.

· Core business of organisation

· Communication structures within the organisation

· Information systems for skills development implementation
· Specific crucial areas of the organisation’s business plan in terms of priorities.

· How to conduct skills needs analysis and skills audit for the organisation.
· Understanding of current business performance (how productivity is measured).

· Negotiation techniques to gain commitment to Workplace Skills Planning objectives.

· Required competencies matching the job requirements (e.g. lateral development, career pathing and succession planning).

· Appropriate learning interventions
· Quality assurance functions of the FoodBev Seta.

· Quality assurance principles and procedures
.

· FoodBev Seta grant rebates

· Skills plan approval procedures.

· Financial management systems

· Consulting, guiding and advising

· Role of diversity, values and belief systems within the organisation(s) and sector. 

· Outcomes-based forms of developing and implementing WSP and designing quality assurance systems which are consistent with the aims and objectives of the National Qualifications Framework and Skills Development Strategy.

· Forms of practice that promote the values described in the Bill of Rights and the principles underpinning the Employment Equity Act.
· FoodBev Seta IT system (web based Datanet system)
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