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J O B  D E S C R I P T I O N  
 

 
Name # 
 
Role IT Trainer 
  _____________________________________________________________ 
 
Reports to IT Director 
  _____________________________________________________________ 
 
Line Management N/A 
  _____________________________________________________________ 
 
Primary Purpose Be the go to person for all IT Training needs for Warner Goodman Staff for 

all IT related areas in various formats, including but not limited to; 
Documentation, Video Guides, 1-2-1’s, Group Training etc. 

 
Responsible for the administration and creation of learning materials in the 
Learning Management System (LMS). 
 
IT Trainer should be a good people-person, experienced, confident, 
articulate.  Able to adapt training approach based on staff characteristics and 
level of Staff IT knowledge which will vary.  IT Trainer should be self 
motivated and happy to work alone or as part of a team. 
 
IT Trainer will be proficient in various applications, including but not limited 
to: 

1. Microsoft Office 365 (Word, Outlook, Excel, PowerPoint) 
2. Microsoft Teams (including Teams Telephony) 
3. Digital Dictation (desirable but not a necessity) 
4. Case Management Systems (desirable but not a necessity) 
5. General applications such as Adobe, Web Browsers, Snipping Tool 

 
  _____________________________________________________________ 
 
Key Responsibilities 1. Provide IT Training for Staff, including new Staff Inductions and also  

including but not limited to:- 
a. 1-2-1 Training (In person and/or remote) 
b. Department/Group Training (In person and/or remote) 
c. Regular Floor walking between all branches 
d. Organising external Training venues or Courses if required 

  
2. Develop and Administer the Learning Management System (LMS), 

including but not limited to 
a. Documentation 
b. Video Guides 
c. Quizzes 
d. Surveys/Feedback 

3. Work with departmental ‘Buddies’ on continuous improvement of 
Training and documentation, including but not limited to:- 
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a. Training ‘Buddies’ on any changes to systems/process that may 
have been made 

b. Updating training materials to account for any changes in 
departmental processes 

4. Train-the-Trainer.  Be trained in new technologies and processes in 
order to then train staff. 

5. Work with IT Developers on new initiatives and processes with the 
view of creating Training Material in time for launch of new 
development sprints 

6. Work with IT Developers in creating UAT checklists on new initiatives 
and processes 

7. Maintain Training records for HR 
Compliance 

 
1. To comply at all times with relevant Professional Obligations so far as 

they relate to your role as an IT Trainer including those laid down from 
time to time by:- 

i) The Solicitors Regulation Authority 
ii) The Financial Conduct Authority 

2. To comply at all times with the SRA Accounts Rules and if aware that your 
actions may have breached these Rules to notify the COFA to this effect 
without delay. 

3. To be aware of your obligations under the Solicitors Regulation Authority 
Codes of Conduct, to seek to comply with those obligations and if aware 
that your actions may have breached the Codes to notify the COLP to this 
effect without delay. 

4. To comply with the Firm’s Money Laundering Policy so far as it relates to 
your role as an IT Trainer. 

 
  _____________________________________________________________ 
 
Consults with/  
is consulted by 

Team Leader and Business Head 
 
Branch Manager 
 

 
 
 
 
 
 


