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	Job Title:

	Learning & Development Manager 

· Part time considered – Flexible working arrangements available

· Salary c£26,500 FTE


	Reports to:

	Head of Wellbeing & L&D

	Department:

	Human Resources



Who We Are
A career at Clarke Willmott will feel different to other law firms. We thrive on our individual differences because as a team, we are united by our shared values and mutual respect. Working with us you will feel empowered, valued and free to be yourself in a safe and supportive environment.
Our mission is to help you realise your full potential by giving you every opportunity to bring your unique talents and creativity to the table.
Our Culture 
At Clarke Willmott people are our most important asset and an integral part of everything we do. We're committed to building a supportive culture for colleagues who want to enjoy their work, fulfil their career potential, and excel at what they do.
Our purpose
Expertly resolving our clients’ legal issues with humanity
Our mission
Sustainable growth thar delivers excellent outcomes for our clients, people, communities and the environment.

Job Purpose

The HR Administrator will provide comprehensive administrative support across Learning & Development, Wellbeing, and Equality, Diversity & Inclusion (ED&I). The role ensures smooth coordination of programmes, maintains and develops the Learning Management System (LMS), and supports the ED&I Committee and communities in delivering meaningful initiatives across the firm.

The role supports in ensuring Clarke Willmott has the right capability in the right place to achieve its strategic goals, enabling a workforce of high-performing individuals.
 

	Responsibilities:
The responsibilities are wide ranging and include the following:
· Learning & Development Support
· Maintain and support development of the Learning Management System (LMS).
· Coordinate training programmes, schedules, and attendance records.
· Manage learning enquiries and support employees with system navigation.
· Track and report on training participation and completion.
· Wellbeing Support
· Support wellbeing initiatives and activities across the firm.
· Coordinate communications, events and awareness campaigns.
· Maintain wellbeing information and resources.
· Equality, Diversity & Inclusion (ED&I) Support
· Provide administrative support to the ED&I Committee and associated communities.
· Assist in organising ED&I events, workshops, and communications.
· Support monitoring and reporting of diversity data.
· General HR Administration
· Maintain accurate records and documentation.
· Support wider HR team with coordination of projects and initiatives.


	



	Competency
	

	Technical/Knowledge


	· Strong administrative experience within HR or professional services.
· Experience supporting learning programmes and coordinating training.
· Familiarity with Learning Management Systems (LMS).
· Good understanding of wellbeing and ED&I principles.
· Strong data-handling, reporting and record-keeping skills.

	Behavioural
	· Excellent communication, presentation and interpersonal skills 
· Strong organisational and project management skills with the ability to manage multiple priorities 
· Proactive, detail-oriented and able to work collaboratively across teams.
· An ability to help foster a culture of continuous learning and adaptation across the firm.



Last updated: March 2026



Note:  This job description sets out key elements and responsibilities of the role, but it is not intended to be exhaustive and does not constitute a contractual document.  Duties may be changed to meet changing needs or circumstances.
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