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                                     Job Description                               

 
 

Job Title:  Training & Development Manager               
Jobholder:  Vacant  
Reports to:  Human Resources Manager   
Ministry:  Ministry of Human Resources & Immigration 
Department:  Workforce Opportunities & Residency Cayman (WORC) 
Scale:   J 
 

 

1. JOB PURPOSE 

 

The Training & Development Manager will be primarily responsible for developing, 

coordinating and delivering quality training programmes to effectively equip staff at all 

levels, including senior and lower management, supervisory and support Administrative 

staff, to achieve and maintain the required competency levels.  

 

 

2. DIMENSIONS 

 

This position serves to deliver training and development for a staff of approximately 115 

employees, through seminars, workshops, conferences and individual studies including the 

following. 

 

 Plan, coordinate and deliver training for approximately 115 members of staff; 

 Train, re-train and facilitate testing of approximately 115 members of staff in 

customer service, management/supervisory and applications training; numbers will 

depend on needs at the time but could be offered at least on a monthly basis; 

 Be responsible for developing and maintaining the training budget of approximately 

$100,000 and producing cost effective training for the Department; amount depends 

on budget established at the time; 

 Responsible for at least eighteen (18) press releases per annum; 

 Responsible for issuing twenty-four (24) newsletters per annum (internal and 

external). 
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3. ORGANIZATIONAL CHART 

 

 
 

 

4. BACKGROUND INFORMATION 

 

The government of the Cayman Islands has taken a decision to review the management of 

labour and development of Caymanians in the labour workforce and as a result have agreed 

to reorganise the two existing departments; namely the Department of Immigration and 

National Workforce Development Agency; into a defined organisation; namely Workforce 

Opportunities & Residency Cayman (WORC). 

 

Workforce Opportunities and Residency Cayman (WORC) (“the Department”) will play a 

critical role in the economic growth of the Cayman Islands as it is charged with assessing 

the labour needs in the market, developing and training Caymanians for these needs, 

supplying the market with the labour resources required and ensuring fair employment 

practices are in place.  

 

PURPOSE 

To drive social and economic prosperity for Caymanians and the Cayman Islands through 

extraordinary service and respect. 

 

VISION 

Leading the pursuit of full Caymanian employment and economic prosperity for all through 

service excellence. 
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MISSION 

WORC maximizes human capital, strengthening the economy and global competitiveness of 

the Cayman Islands.   

 

 

 

2. Principle Accountabilities 

 

The Training & Development Manager is responsible for the following key accountabilities:  

 

1. (15%) Plan and formulate short and long-term training program strategies which cater 

to a broad spectrum of ranks, position and abilities, in order to improve the efficiency 

and effectiveness of the Department.  

 

2. (15%) Develop training modules to cover various areas, create relevant reference 

manuals and written literature for staff, and deliver training.  Specific modules will be 

designed and delivered by post holder for areas such as Onboarding, Conflict Resolution, 

Customer Service Delivery, Time Management, Supervision and Coaching, Technical 

aspects of the Immigration Laws and Interpretation (e.g. case law), developing 

Performance standards (for supervisors), developing Performance incentive programmes 

and attaining effective results, emergency and safety procedures (e.g. fire drills etc.). All 

courses will be assessed by end users for future enhancements. 

 

3. (15%) Coordinate and plan training for all staff of the Department both; manage 

training programs of staff enrolled with institutions (e.g. UCCI, Civil Service College, Law 

School); liaising and finalizing arrangements for training locally or overseas. Responsible 

for ensuring the purpose, goals and key metrics for each training course are clearly 

defined at the onset and then measured at the end of the course through participant 

feedback survey and the results are reported on. 

 

 

4. (15%) Work closely with the Manager - Communications to enhance lines of 

communication for internal and external stakeholders in conjunction with the Director 

and the Deputy Directors which will include:-   

 

 producing a monthly newsletter to keep staff and key internal stakeholders up-to-

date on changes and initiatives; team building initiatives, staff functions, and 

motivational speeches;  

 producing press releases at the request of the Deputy Director to keep external 

stakeholders up-to date with what is happening within the Department and any 

changes to the Laws or procedures; 

 develop means of enhancing timely communication, educating the public (e.g. public 

forums, focus groups, and newsletters);  

 Conduct workshops on Immigration policies (e.g. work permit processes); 

procedures and other projects as determined by the Human Resources Manager. 

 

5. (5%) Conduct training programmes to ensure that all new employees meet the expected 

standards; design and conduct onboarding and new employee orientation in conjunction 

with the Human Resources Manager. 

 

6. (5%) Organize and conduct regular section meetings for the purpose of instructing staff 

in various aspects of the Immigration Laws & Regulations, Personnel Regulations and  



 Page 4 of 7 

Workplace Rules; keep staff up-to-date with upcoming amendments to laws, regulations 

and policies. 

 

7. (5%) In liaison with supervisors, continually conduct a Training Needs Analysis to 

determine developmental needs which were not identified in the Performance 

Management process; continuously evaluate the effectiveness of training conducted to 

ensure it is transferred back on the job; access the training needs in accordance with the 

department’s succession plan. 

 

8. (5%) Determine actions necessary to promote the continuous improvement of the 

efficiency and effectiveness of the customer service section in relation to training; 

 

9. (5%) In conjunction with the Human Resources Manager, collate data for the 

preparation and follow-through of developmental recommendations as obtained from the 

annual Performance Management Reports of staff. 

 

10. (4%) Deliver presentations to schools; organize and attend annual career expo to 

promote the occupations of the Department thereby establishing a greater awareness of 

the importance of the Department.  

 

11. (2%) Provide advice to staff on training benefits, professional development, training and 

team building, and assist those pursuing further/tertiary education by making available 

access to information about various institutions of further learning. 

 

12. (2%) Provide appropriate documentation for personnel files with regard to training; 

establish and maintain procedures for all record keeping in the training section; update 

and amend the Department’s Training & Education Policy in conjunction with the Deputy 

Director).   

 

13. (1%) Identify the training budget needs of all employees for incorporation in the 

proposed annual budget. 

 

14. (1%) Maintain an effective library by purchasing useful materials and facilitating their 

use; ensure the security and monitoring of all training materials; maintenance and 

upkeep of training facilities and equipment. 

 

15. (1%) Assist the Operations section in conducting fire drills, and evacuation exercises to 

ensure that all staff members are familiar with emergency and safety procedures. 

 

16. (1%) Attend courses, seminars and conferences to keep abreast of advanced technology 

for the continued upgrading of training programmes. 

 

17. (1%) Assist with the recruitment process at the request of the Human Resources 

Manager. 

 

18. (1%) Executes other duties which may be assigned from time to time. 

 

19. (1%) Update Time and Attendance Software on a daily basis. 

 

 

5. KNOWLEDGE, EXPERIENCE & SKILLS 

 

Knowledge / Experience 
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The post holder must possess a Bachelor’s Degree in related relevant field or Professional 

Training Certificate with a minimum of five (5) years of experience in training, education or 

presentation delivery. 

 

Skills 

 

1. In depth knowledge of the Immigration Law and Regulations; 

2. Possess understanding of approaches to adult learning;  

3. Proven track record and experience in standards development, and customer service 

management;  

4. Excellent time management and organizational skills with the ability to establish 

priorities and meet deadlines;  

5. Excellent verbal and written communication, and listening skills;  

6. Proficiency with computer applications (Microsoft Office Suite);  

7. Ability to work cohesively with peers and senior management; 

8. Be a creative thinker, have a positive attitude, evidence of good interpersonal skills, 

determination, and enthusiasm to maintain and enhance overall standards; 

9. Ability to maintain confidentiality and work on own initiative; 

10. Experience in managing and prioritizing a budget. 

11. Meticulous in handling/ recording documents, as well as being tactful and discreet. 

 

Competencies 

Building Capabilities 

 Establishes a culture where learning and development are key components in the 

organisation’s success and development of future leaders; 

 Understands business process and organisational needs and how to strategically align 

training and development to improve efficiency. 

Delivering Results 

 Continually pursue and target opportunities to enhance efficiency and effectiveness of 

the customer service. 

Working Together 

 Actively promote a sense of teamwork, appreciation and value so as to improve 

employee retention and morale. 

 

 

6. ASSIGNMENT & PLANNING OF WORK 

 

The post holder plans and conducts training programs based on the training needs of the 

Department in an orderly and well-structured way; prioritises tasks and uses time in the 

best possible way.  He/she is expected to use own initiative and judgement while working 

within appropriate policies and procedures.  The post holder is also responsible for 

evaluating the efficiency and effectiveness of the progress or achievement of set training 

programme objectives and for establishing training timelines. 

 

7. SUPERVISION OF OTHERS 

 

The post holder will directly supervise and manage the performance of one (1) Training & 

Development Officer. 

 

8. OTHER WORKING RELATIONSHIPS 
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The post holder will work as part of a team within the HR unit but also form appropriate 

working relationships with all employees of the Department. 

 

The post holder reports to the Human Resources Manager on matters pertaining to training 

programs and must work closely with all managers/supervisors to ensure attendance of 

programmes offered. The post holder will work closely with the Human Resources Manager 

to ensure there is a coordinated approach towards meeting the recommended training 

objectives outlined in the Performance Management Reports. 

 

The post holder maintains a relationship with the public and local media in relation to the 

Department’s communication strategy; schools and other community organizations/groups 

by presenting lectures on the careers offered within the Department. 

 

9. DECISION MAKING AUTHORITY & CONTROL 

 

The post holder will be required to recommend training resources that involve the training 

and mentoring of all staff of the Department and make recommendations to senior 

management on issues requiring changes within the existing training programme for all 

staff.  

 

Subject to budget, post holder will have the authority to make purchases in relation to 

training tools or approve for staff to attend external training courses up to the value of 

$2,000; all other purchases will be made in consultation with the Human Resources 

Manager and the Deputy Director.  

 

The post holder will have to undertake decision-making in the following areas: 

 Prioritize workload 

 Training material content 

 Training facilities and equipment 

 Determining individual competency gap and need for re-training 

 Presentation format and delivery 

 Scheduling of sessions (in-house, external both locally and overseas) 

 Budget prioritization and allocation 

 Maintaining the Department’s overall communication strategy (internal and external) 

 Recommendations for enhancement to overall programs 

 

10. PROBLEMS/ KEY FEATURES 

 

This post requires constant use of initiative and knowledge of processes and procedures, 

liaising with staff at all levels which requires confidence, tact, and diplomacy. 

 

One of the main challenges of the job is influencing managers/supervisors and staff to seek 

training when all sections are stretched with heavy workloads and understaffed. 

 

Being able to remain calm and provide positive leadership when everyone else is coping 

with stress on a daily basis. 

 

Developing and maintaining working relationships with local and foreign training 

establishments or law enforcement agencies. 

 

11. WORKING CONDITIONS 
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Normal office working conditions apply.  The post holder must be flexible and willing and 

able to work beyond normal working hours, as required and sometimes at short notice, in 

order to prepare for or complete delivery of training, assist the Human Resources Manager 

to meet deadlines and carry out the duties of the post.   

 

The nature of this work requires that the post holder spend time in the field (e.g. schools 

and communities) and be a member of various committees etc. 

 

The post holder may be required to deliver training in outside environments. 

 

The post holder will be responsible for operations within the training room, where office will 

be based. 

 

 

 Agreed By: Date: 

Chief Officer  

 

 

Post-holder  

 

 

 

 


