
 
 

JOB DESCRIPTION 
 

 
TITLE:    Human Capital Development - Trainer 
 
RESPONSIBLE TO:  Instruction & Human Capital Development Deputy Manager 
 
HOURS: 35 hours per week (flexibility of working outside these hours is 

required to meet the needs of post). Regular travel is required. 
 
 
1. PURPOSE OF THE JOB 
 
1.1 To develop, organise and monitor effective training for Instructors and Instructor trainees in 

Kumon Europe and Africa (KEA) countries. To be responsible for the delivery of training 
programmes and training of Instructors and Instructor trainees on the principles, philosophy 
and instructional practice of the Kumon programmes. To train new and current Kumon 
Instructors in the implementation of the Kumon Method of Learning in their centres; 
focusing on how students learn through the Kumon worksheets and instruction. These 
include, but are not limited to, training for new franchise candidates, existing franchisees 
and members of staff, on both a face to face and online basis. 
 

1.2 To deliver the Orientation Meeting programme 
 

1.3 To develop, organise and support the instructional development of Kumon Europe and 
Africa Associates.  
 

1.4 To undertake such projects as may be assigned by the line manager. 
 

2. LINE MANAGEMENT RESPONSIBILITIES 
 
2.1       None at present. 

 
3. DUTIES AND RESPONSIBILITIES 
 
3.1 To develop, plan, organise, implement, facilitate and regularly review training sessions in a 

timely manner that meets business and managers’ needs both for Instructors and 
Associates across Kumon Europe and Africa countries. This includes but is not limited to, 
training for new franchise candidates, existing franchisees and members of staff, on both a 
face to face and online basis. 

 
3.2 To provide training to Kumon’s Instructors and Instructor trainees multiple times a month. 
 
3.3 To facilitate Orientation Meetings (assessment days) both for Instructors and Associates 

across Kumon Europe and Africa countries, in an effective manner that meets business and 
managers’ needs.  

 
3.4 To assist the line manager in the development and implementation of training strategies, 

policies and procedures that meet business and individual needs. 
 
3.5 To attend new Instructor centres to support their first centre day and conduct diagnostic 

tests with them and support their instruction in the centre.  
 

3.6 To co-work with relevant teams and Associates to accomplish the above, in particular your 
own team and other regional UK & Ireland teams. 

 
3.7 To co-work with relevant teams across the Kumon Europe and Africa countries, such as 

Greece, Germany, Spain and South Africa to plan, develop, improve and review trainings 



across Europe and Africa, as well as to develop instructional understanding of the 
Instruction Principles and Guide (IPG) system and the Kumon Method.  
 

3.8 To conduct business trips across UK and Ireland, and in some instances across the Kumon 
Europe & Africa region, and other countries when requested, to facilitate trainings, attend 
meetings and support trainings, Orientation Meetings, and so on.  
 

3.9 To be creative and forward thinking in the development of training. 
 
3.10 To be proactive in everyway to ensure that Kumon develops and retains the highest level of 

quality Instructors. 
 
3.11 To run and supervise at least one Voluntary Study Group (VSG) or Worksheet Study Group 

(WSG) to support Instructor and Associate development, including your own. 
 
3.12 To conduct research in training / learning techniques on a regular and timely basis and 

provide your findings to line manager as and when required. 
 
3.13 To develop, produce, proof read and regularly review all training/learning materials for all 

levels of Instructors and Associates within the organisation. 
 
3.14 To be proactive in everyway throughout the training/learning processes including but not 

limited to development and delivery of training and arranging creative and effective 
information/ learning sessions on a regular basis. 

 
3.15 To complete assigned projects in a timely fashion. 

 
3.16 To update the line manager and other personnel from time to time as may be required 

regarding the progress on the projects assigned. 
 

3.17 To maintain records of the projects assigned in an accessible way (e.g. Project Folders on 
the shared drive and or any other system). 
 

3.18 To produce articles and various internal publications to support the development of 
instructional understanding across Kumon Europe and Africa.  
 

3.19 To support Area Managers and field staff with any queries they may have regarding 
instruction and the IPG system. This includes but is not limited to centre visits, WSG and 
VSG participation, telephone calls or email enquiries.  

 
3.20 To support the implementation of organisational change including structural, cultural and/or 

business planning changes within the organisation. 
 

3.21 To ensure effective communications within the team and ensure Associates are kept 
informed about matters that are relevant to their work. 

 
3.22 To participate and work within project teams regarding Instruction issues as and when 

required. 
 
3.23 To attend supervision, training and meetings as and when required. There may be a 

necessity for these to be outside of normal working times. 
 
3.24 To work with, abide to and positively promote all Kumon’s policies and procedures. 
 
3.25 To maintain confidentiality at all times in accordance with data protection and privacy 

legislation. 
 
3.26 To carry out all reasonable duties as and when requested by your line manager or any 

other senior management member. 
 



This job description outlines the general ways in which it is expected you will meet the 
overall requirements of this post. 
 
The list of tasks is not an exclusive one and duties may be varied from time to time. This job 
description is subject to regular review.  
 
Reviewed July 2019 



 

 
PERSON SPECIFICATION 

 

HUMAN CAPITAL DEVELOPMENT – TRAINER 
 

ATTRIBUTE ESSENTIAL DESIRABLE 

EXPERIENCE  Proven experience in the development, 
delivery and co-ordination of in house 
and external training and learning 
programmes. 

Experience of working within an 
educational background environment. 
 
Deputy/Education Centre 
Manager/Area Manager experience of 6 
months or more 

EDUCATION Proficiency in Maths & English (minimum 
B grade achieved at GCSEs, or 
equivalent) 
 
Degree level or equivalent. 

Degree in English language or 
humanities 
Degree in Mathematics or physical 
sciences 
OR 
Teaching/ Training Qualification 

PERSONAL 
ATTRIBUTES 

Professional manner 
Enthusiastic 
Positive 
Professionally credible 
Loves working with children of any age 

 

KNOWLEDGE 
AND SKILLS 

Proactivity in and understanding of, concepts 
and ethos of lifelong learning and 
development. 
 
Can demonstrate a positive and proactive 
ability in all aspects of training including 
but not limited to training needs analysis, 
development and implementation. 
 
Fluent level of spoken and written English.  
 
 
Good communicator both orally and in 
writing. 
 
Ability to work as a team member whilst 
at the same time work on own initiative. 
 
Be able to organise and effectively 
manage multiple concurrent projects as 
and when required. 
 
Ability to manage and schedule large and 
varied workloads. 
 
Ability to implement effective procedures 
and systems concerning all aspects of 
training management and project 
management. 
 

Experience of and/or knowledge of 
Kumon Education activities. 
 
Understanding concepts and ethos of 
lifelong learning and development. 
 
 
Good level of spoken and written 
languages including German and or 
Spanish 
 
Multilingual, Fluency in other languages 
other than English is desirable. 
 
Good knowledge of current 
international educational environment. 
 
Robust up to date knowledge of 
statutory regulations governing 
training in the workplace. 
 
Proven ability to successfully co-
ordinate a wide range of training 
activities. 
 
 
 



Computer literate in a variety of packages 
including Word, PowerPoint and Excel 

OTHER Flexible approach to working hours 
 
Willing to travel regularly to other UK 
offices as and when required (with 
possible overnight stays) 
 
Willing to travel overseas to other world-
wide Kumon offices as and when 
required (with overnight / weekend stays) 
 
Appreciation of Customer Care. 
 

 

 
 
 

 
 
 
 
 
 


