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Job Description (Learning & Development / Talent Development Specialist)
1. Talent Development & Capability Building
· Develop and implement 2P2S frameworks (Process, People, Structure, and System) to strengthen Talent Development, Leadership Development, and Career Development initiatives. 
· Build organizational capability and improve business performance through structured development programs. 
· Develop, maintain, and continuously enhance functional competency frameworks for supporting functions. 
· Support capability-building initiatives and structured career development pathways across departments. 
2. Learning & Development Planning
· Lead the development and execution of the annual Learning & Development (L&D) plan. 
· Prepare and manage the company training calendar aligned with organizational goals and priorities. 
· Coordinate training schedules, learning activities, and internal/external training resources effectively. 
· Ensure training programs are delivered on time and within planned objectives. 
3. Leadership Development Programs
· Design, implement, and monitor Leadership & Development programs. 
· Manage end-to-end program activities including planning, communication, execution, tracking, and evaluation. 
· Assess leadership capability gaps and propose suitable development solutions. 
· Monitor training effectiveness and recommend continuous improvements. 
4. Learning Management System (LMS) Administration
· Act as the key coordinator and administrator for the Learning Management System (LMS). 
· Manage training content, user administration, system updates, and learning records. 
· Ensure data accuracy, integrity, and proper reporting within the LMS. 
· Support employees and stakeholders in LMS usage and troubleshooting. 
5. Reporting, Analytics & Dashboard Management
· Prepare training reports, learning analytics, and capability development dashboards. 
· Track training effectiveness, employee participation, and learning outcomes. 
· Analyze data trends to support decision-making and workforce development strategies. 
· Provide regular reports and presentations to management. 
6. Stakeholder Collaboration
· Collaborate closely with business leaders, department managers, and HR stakeholders to identify learning needs. 
· Propose effective development solutions aligned with business requirements. 
· Coordinate cross-functional communication and follow-up activities. 
· Support organizational development and change management initiatives when required. 
7. Other Responsibilities
· Perform other duties and projects assigned by management. 

Job Requirements
Education
· Bachelor’s degree in Human Resources, Business Administration, Economics, or related fields. 
Experience
· Minimum 6–8 years of experience in Learning & Development (L&D), Human Resource Development (HRD), or related areas. 
· Proven experience in competency framework development and capability-building initiatives. 
· Hands-on experience managing Learning Management Systems (LMS). 
· Strong experience in training planning, scheduling, and program management. 
Technical Skills
· Advanced Microsoft Excel skills, including reporting and dashboard development. 
· Strong PowerPoint presentation and reporting skills. 
· Strong analytical thinking and data interpretation capability. 
· Knowledge of learning methodologies, competency models, and leadership development practices. 
Language Skills
· Fluent English communication skills, both written and spoken. 
Soft Skills
· Excellent communication and interpersonal skills. 
· Strong coordination and stakeholder management capability. 
· Strong follow-up and project management skills. 
· Ability to work effectively with multiple departments and stakeholders. 
· Problem-solving mindset with continuous improvement orientation. 
· High level of organization and attention to detail. 

Compensation & Benefits (Suggested Structure)
Salary & Incentives
· Competitive salary package based on experience and qualifications. 
· Annual performance bonus and salary review. 
· KPI/performance-based incentives (if applicable). 
Training & Career Development
· Opportunities for professional development and leadership training. 
· Exposure to strategic HR and organizational development projects. 
· Clear career progression and capability development roadmap. 
Insurance & Welfare
· Full social insurance, health insurance, and unemployment insurance in accordance with company policy and labor law. 
· Additional healthcare or accident insurance (if applicable). 
· Annual health check-up. 
Working Environment
· Professional, dynamic, and collaborative working environment. 
· Opportunity to work closely with senior leadership and cross-functional teams. 
· Modern HR systems and learning platforms exposure. 
Leave & Employee Benefits
· Annual leave and public holidays according to labor law and company policy. 
· Team building activities, employee engagement programs, and company events. 
· Other benefits in accordance with company regulations.
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