
 

 

 

SAINT LUCIA COUNCIL FOR TECHNICAL AN D VOCATIONAL EDUCATION AND  

TRAINING (SLCTVET) 

 

TERMS OF REFERENCE 

 

FOR 

 

TRAINING SUPPORT OFFICE 

 
 

1. OBJECTIVE 

 
 

To provide technical support in the management, implementation, evaluation and 
supervision of TVET training and development programmes and policies by designing, 
reviewing and analyzing learning and development initiatives to ensure the provision of 
the requisite skills and competencies for workforce development. 
 
 
2. DUTIES AND TASKS  
 

I. Design and review training modules, manuals and other resource material 
through research and continuous evaluation to adopt good practices that 
contribute to the highest standard of TVET training; 
 

II.  Manage a training and evaluation system by collecting and analyzing data to 
determine the effectiveness of skills training programmes nationally; 

  

III. Monitor facilities, institutions and centers approved for training to ensure conformity to 

the occupational and other approved standards; 
 

IV. Act as liaison between the TVET Council and its internal and external 
stakeholders including training providers, employers etc. on training needs and 
priorities; 
 

V. Facilitate continuous learning through training, workshops and meetings by 
applying effective training methodologies and presentation skills to build capacity 
among training institutions and providers; 
 

VI. Advise the Board of Directors on  training needs and prioirties and other skills  
development matters obtained  through research and analysis, dialogue and 
consultation with training providers and other agencies; 
 

VII. Promote the use of occupational standards within training institutions, and industry  



 

 

VIII. Conduct and coordinate training for master assessors, assessors, trainers and verifiers 

towards C/NVQ certification; 

  

IX. Conduct Competency Based Training (CBET) for new and existing trainers; 

 

X. Liaise with national, regional and international training agencies on C/NVQ certification 

best practices; 

 
XI.  Formulation  proposals that support and promote learning and development for 

employment generation; 
 

XII. To assess the impact on employability, job performance and income generation   
to make recommendations that guide decision making; 

 
XIII. To support Diversity in TVET offerings through advocacy in gender sensitive 

training and the inclusion of, and access for persons with disability to training. 
 
 

3. KNOWLEDGE, SKILLS AND ABILITIES 
 
1. Advanced knowledge of, and ability to interpret and apply training and 

development policies, procedures, principles and practices and the ability to 
analyze and interpret same;  

 
2. Ability to monitor training, and learning programmers using different 

modalities; 
 
3. Advanced problem-solving and decision-making skills; 
 
4. Expert leadership and management skills with the ability to inspire and 

motivate training providers and institutions. 
 
5. Expert interpersonal skills and demonstrates emotional intelligence; 
 
6. Expert negotiation and mediation skills; 
 
7. Expert oral and written communication, listening and presentation skills; 
 

8. Advanced business process management, organizational and project 
management skills; 

 
9. Advanced computer literacy skills; with the ability to manipulate software 

applications such as word processing, databases, spreadsheets and 
presentation programmes; 

 
10. Ability to effectively develop and maintain working relationships with team 

members and other stakeholders;  



 

 

 
11. Ability to manage time, meet deadlines and remain calm under pressure; 
 
12. Ability to exercise initiative and judgment in the execution of duties. 

 
 

4. DURATION 

 

The successful applicant will be recruited for a period of one year in the first instance with 

a possibly for continuation subject to evaluation and satisfactory performance of the 

individual.   

 

 

5. REPORTING 

 
The Training Support Officer will be required to prepare monthly reports for submission to 

the SLCTVET Executive Director or designate who will ensure the timely review and 

acceptance of the reports.  Such reports shall be submitted on the 28th working day of the 

month and shall describe all work activities.  

 

 

 

6. WORKING ARRANGEMENTS 

 

The Officer will work within the SLCTVET’s office on a full time basis for the duration of the 

contract. Working hours shall be Mondays to Fridays from 8 a.m to 4:30 p.m. 

 

The SLCTVET through the Executive Director will have oversight and shall supervise the 

work of the Training Support Officer.  The Officer will report to the SLCTVET’s Executive 

Director and the Board’s Chair when required.   

 

The officer will be provided with office space, administrative support and access to computing 

and photocopying equipment.  In the conduct of work, the Training Support Officer shall 

cooperate fully with relevant authorities and agencies. 

 
 

 
QUALIFICATIONS AND EXPERIENCE 

 
1. Master’s Degree in Public Administration/Learning and Development/Human 

Resource or any other related field of study; PLUS 
i. three (2) years relevant professional work experience 

 
2. Bachelor’s Degree plus Post Graduate Diploma in Public 

Administration/Learning and Development/Human Resource or any other 
related field of study; PLUS 



 

 

i. four (4) years relevant professional work experience. 
 

3. Bachelor’s Degree in Public Administration/Learning and 
Development/Human Resource or any other related field of study; PLUS 

i. eight (6) years relevant professional work experience. 
 

 
SALARIES/REMUNERATION:  
 

Salaries shall be commensurable to qualification and experience. 

 
EVALUATION METHOD 
 
1. Demonstrated knowledge of the TVET Sector and the Caribbean Association 

of National Training Agency ( CANTA) training guidelines and the ability to 
interpret and apply its  policies and procedures. 

 
2. Demonstrated knowledge of, and ability to interpret and apply other training 

and development policies, procedures, principles and practices and the 
ability to analyse and interpret same.  

 

3. Demonstrated problem-solving and decision-making skills. 
 
4. Demonstrated leadership and management skills. 
 
5. Demonstrated interpersonal skills and emotional intelligence. 
 
6. Demonstrated negotiation and mediation skills. 
 
7. Demonstrated effectiveness of oral and written communication, listening 

and presentation skills. 
 
8. Demonstrated computer literacy skills. 
 

9. Demonstrated ability to effectively develop and maintain working 
relationships with team members and other stakeholders. 

 
10. Demonstrated ability to manage time, meet deadlines and remain calm 

under pressure.  
 

11. Demonstrated ability to remain current on practices and developments in 
TVET Education 
 

12. Demonstrated ability to maintain integrity, confidentiality, tact and 
diplomacy in the conduct of duties. 

 



 

 

13. Demonstrated ability to exercise initiative and judgment in the execution of 
duties. 

 
14. Demonstrated ability to complete assignments and tasks as defined by 

performance targets.  
 
15. Demonstrated ability to prepare and submit reports that meet established 

standards.  
 
16. Demonstrated ability to adapt to organizational change. 

 

 
 


