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Firebrand Job Description


Job Title		Resource & Scheduling Co-ordinator 

Department		Firebrand 

Location		

Additional details	If partly or wholly home based, specify whether the role should be advertised nationwide or restricted to a specific area of the UK. Also specify no. of days to be worked in the office (if applicable)

Contract type		Full time and permanent	

Hours of work		37.5

Reporting lines	Resource & Scheduling Manager 


Job Purpose

A Resource and Scheduling Coordinator works within the Scheduling team who are responsible for allocating our vast pool of instructors to our course delivery dates. The Resource and Scheduling team is paramount to Firebrand’s success and supports with delivery our courses across a global audience. The role also involves proactive resourcing, managing administrative tasks related to instructor allocation, and maintaining excellent communication with instructors and internal stakeholders.

Key Responsibilities 

· Using an approved list of instructors, allocate to a public and closed scheduled list of courses.  You should aim to have all courses scheduled no less than 10 weeks to the delivery date
· Where demand arises, work to resource courses proactively to ensure that sales have enough seats to sell.  For example; where a course is sold out, you may be asked to schedule another course to cope with demand.
· Coordinate closed course requirements by finding suitable dates and instructors for individual client companies.
· Complete all administrative tasks attached to delivering each course in regards to the instructor resourcing side of the process.
· Manage the scheduling service desk, processing requests and managing communication with stakeholders.
· Collaborate with the Instructor Management Team to find additional instructors or facilitate internal upskilling when resources are exhausted.
· Ensure instructors have necessary documentation two weeks before each course and conduct pre-course confidence checks a week prior to delivery.
· Assist instructors with logistics, including travel and accommodation arrangements.
· Facilitate post-course feedback collection from instructors, addressing raised issues and ensuring closure of feedback loops.
· Respond to instructor queries, utilising internal resources for solutions and escalating to the product team if needed.
· Support with flexibility and rearrangement of courses
· Ensure course readiness by identifying and addressing potential issues promptly.
· Regularly review reports to identify and mitigate risks to course delivery, such as instructor date clashes and incorrect website information.
· Collaborate with the wider Firebrand team to find cost-effective solutions and remain agile in response to changing demand.
· Coordinating course decisions with Global Operations teams and liaising between the instructor and Operations to ensure a successful course delivery.


Skills, experience & qualifications required - Essential

· Previous experience in scheduling, resourcing, or administrative roles, preferably in the education or training sector.
· Familiarity with instructor management and allocation processes.
· Knowledge of customer service principles and practices. 
· Experience with handling logistics and travel arrangements.
· Basic understanding of course delivery processes and requirements.
· Good leadership skills with a focus on customer experience and service excellence.
· Excellent written, verbal, listening, interpersonal, and soft skills.
· Ability to build and maintain strong relationships with internal and external stakeholders.
· Strong organisational, time management, and problem-solving skills with high attention to detail.
· High attention to detail and ability to work both independently and collaboratively.
· Positive attitude and adaptability, especially in fast-paced environments.
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