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About Softbridge Technologies and Consultancy (SOTEC)
Softbridge Technologies and Consultancy (SOTEC) is a Private Information and Communication (ICT) organization, which was registered on 01st June, 2009, by Business Registrations and Licensing Agency (BRELA) under Business Names Act (Cap 213). Our objective, SOTEC is to provide reliable and quality ICT products and services to individuals, organizations and Government agencies for customer satisfaction and ensure the efficient application of Information Technology within the region.  

Position:	Training Coordinator 
Reporting to: Business Operations Manager 
Job Location: Dodoma, Tanzania

Objective:
Coordinates and directs the service department technicians for maximum efficiency and productivity while overseeing all service repair work to ensure the highest quality of customer service. Repairs must be performed in a professional and tradesman like manner in accordance with industry accepted good practice.

Key Duties and Responsibilities: 
Assist Operations Manager to identify training needs 
· Develop and deliver high quality, and cost-effective training sessions 
· Assist in training process review, feedback, assessment, and continual improvement 
· Scheduling training, training logistics and arrangements 
· Assist the Operations Manager to be abreast of Legal changes in Tanzanian legislation 
· Identify staff performance and evaluate whether it meets ICT  standards 
· Assess training needs for new and existing trainees
· Develop training aids such as manuals and handbooks 
· Inform trainees about training options and Provide feedback to program participants and management 
· Evaluate and make recommendations on training material and methodology 
· Manage and maintain in-house training facilities and equipment 
· Measure instructional effectiveness and generate summative evaluation reports with the goal of defining the impact of training on employee skills and KPIs 
· Work with Management team and Operational  Manager to design and develop training curriculum 
· Maintain a training log to keep track of which employees completed trainings 

The ideal candidate for this position will be able to demonstrate that they are:
· Experienced with training and education, Highly motivated, Professional, Organized 
· Flexible, A strong communicator, Open to being challenged, Proactive,Thorough 
· Able to work under pressure, Outcome-driven, Able to keep track of multiple streams of information, Passionate about working with people, An excellent team-member, Reliable and trustworthy
Education, Essential Skills, Qualifications and Experience
· Outstanding levels of both written and spoken English and Kiswahili 
· Educated to college/university level in a subject related to ICT training
· A minimum of three (3) years working in the ICT  industry 
· Excellent problem-solving abilities 
· Ability to plan, deliver and evaluate training sessions 
· Good knowledge of computer systems and packages such as, Microsoft Office (essential) and Adobe Creative Suite (desired) 
Applying Procedure:
· Interested candidates are requested to send their updated CV at sotecrecruitment@gmail.com 
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