
	

 
Multi-talented Individual with very strong 

IT and Communication Skills to work with a Fast Growing Business as the  
Training Programme Administration Executive 

 
Summary 
 
Notion, the UK’s leading Business and Executive Coaching Company, works out of its funky 
Head Office in the centre of Leamington Spa, and is gearing up for the next level of growth. 
To support this, we need to bring in a multi-talented Training Programme Admin Executive to 
the Client Success Team. 
 
As a growing Head Office team, we achieve a very high output; we move quickly (never a 
dull moment!), and we maintain a cheery attitude. We work hard and gain satisfaction from 
the outstanding feedback that we get from our clients.  
 
If you’re naturally tech savvy, you’ll enjoy working with us as most of our work is done online; 
we have a brand new learner management system (LMS), online CRM system, an online 
task management system, an online Webinar service, online accounting etc.  Technology 
enables us to move faster.  Our office is entirely Mac based so previous Mac exposure 
would be helpful, but if you can fly around a PC, you’ll pick up Mac pretty quickly. 
 
As you’ll be responsible for supporting all aspects of the training programme delivery on time 
and to our exacting quality standards, you’ll need to demonstrate an almost obsessive 
attitude towards ‘sweating the small stuff’ to ensure that training programmes are managed 
to schedule and also that nothing slips by you.  If this your natural behaviour, then please 
continue reading... 
 
You’ll need excellent spelling and grammar, and be articulate too (our clients are senior in 
business and you should be comfortable speaking with them).  You will also need to be 
proactive in ensuring ‘that all the bases are covered’ and not be shy in seizing upon the work 
that needs to be done in order to deliver effectively for the client (rather than waiting to be 
asked). You will be able to work on your own initiative, and as part of a team to deliver 
against project plans. 
 
The business is growing fast, so for a talented individual with a passion to learn quickly and 
who wants to deliver us a service at their highest level, the future opportunities to develop 
further are good. 
 
What we can offer in return for all of this is a competitive rate, a huge amount of personal 
development in a dynamic environment, and the chance to expand the role as the business 
grows further (we’re growing fast so there’s a lot of opportunity to contribute to our growth). 
 

 
 
 
 
 
 
 
 



	

Client Success Executive Role Details: 
 
Supports the Client Success Managers & Client Account Manager in the critical path 
management and all administration of the client delivery. Inducts, manages and develops 
Client Success Assistants.  
 
The following list is representative of the types of tasks that might form part of the role: 
 
● Work closely with the Client Success Manager to understand the programme 

requirements for each client and the timings 
● Become expert on the structure and content of our course materials and the way in 

which our programmes are run 
● Successfully manage initial kick-off of programmes in meetings with the client and 

Client Success Manager/Programme Director 
● Liaise directly with the client (or client contact) around key milestones in the 

programmes 

● Engage with senior client stakeholders to diarise interviews prior during programme 
design stage 

● Create/update content for quarterly client meetings for the Client Account Managers / 
Programme Directors. Capture notes and actions from client meetings and calls into 
the CRM system and into the task management system as appropriate 

● Work with our experienced Coaches to prepare them for delivery of the programme. 
Track coach’s capacity for future deliveries and advise Directors of any issues 

● Work following a critical path to ensure that requirements for the programme delivery 
will be completed on time with green milestones (using our task management 
platform) 

● Providing pro-active solutions to any issues that might occur during programme 
delivery 

● Create Learner Journeys for new client programmes onto the Learning Management 
System (LMS) and amend as required 

● Upload delegate information onto our Learner Management System (LMS) and add 
to existing welcome, logistics and post-workshop email campaign 

● Provide the day-to-day administration and support for the learning management 
system and related learning technology applications 

● Post programme delivery, work with the Programme Directors to create reports that 
can be fed back to clients 

● Guide and direct the work of the Client Success Assistants which may include: 
o Creating personalised webpages to host delegate induction information (on 

our CMS system) 
o Monitor course registrations, cancellations and help to resolve participant 

issues within the LMS 
o Keep track of accreditation paperwork following courses and chase where 

necessary. Create certificates and dispatch to clients 
o Ensure that all e-learning solutions are in line with project requirements 



	

o Ensure delivery of all programme materials to each client venue as required 
o Keep up to date on stock issues of supporting training materials 
o Work with our experienced Coaches to prepare them for delivery of the 

programme including booking of hotels, parking and travel.  
o Provide coaches with detailed preparation documents, delegate and 

workshop information prior to delivery 
o Ensure post-programme support calls are scheduled and operating as 

intended. Monitor calls and send follow-up recordings to delegates 

 
Key requirements: 
 
● Highly organised individual with excellent IT and communication skills 
● Proven experience working in customer facing situations 
● Have a desire to learn and develop in the role and a passion for managing online 

learning 
● Confident communicator at all levels with a flexible and open manner 

● Confident personality, pro-active and self-motivated to ‘manage’ your responsibilities  
● Accurate, very detail focused, with excellent grammar and spelling 
● Good organisational skills, can stay on top of things and works in a very organised 

way  
● Top telephone manner as one of the first points of contact – well spoken, friendly, 

bright sunny, professional, quick and confident in speaking with clients on the 
telephone 

● Good at working to tight deadlines and under pressure 
● Ability to troubleshoot systems issues and provide resolutions quickly 
● Skilled multi-tasker, with flexibility and ability to work in fast-paced environment 
● Ability to work independently and accurately and can bring enthusiasm and a solution 

focused approach to the role 

 
Desirable though not essential 
 
● Previous experience of the administration of learning management systems (LMS) 

and digital learning platforms 
● Previous experience of project co-ordination and administration 
 

Other information: 
 
Whilst full training on all our software platforms will be given, you will need to be fairly IT 
savvy as we’ll need you fully trained as soon as possible. 
Candidates open to freelance / self-employed or contract status preferred, although this 
should not prohibit application. For the right candidate, there will be additional opportunities 
over time for bonuses based on company performance. 



	

The company is currently situated in central Leamington.  
 
Highly competitive hourly rates negotiable dependent on experience. 
 
To apply: 
 
Full details of the application process are available on a special webpage: 
 
http://www.businesscoaching.co.uk/vacancies-success-executive  
 

1. Please fill in the online application form, accessible from the webpage 
2. Then email your video (and CV) to: 

 
vacancies@businesscoaching.co.uk  

 
Typos and spelling errors will diminish your credibility. 
 
Call 01926 889885 if you have any questions. 
 
Thank you and we look forward to perhaps meeting with you. 


