Claire Baxter
Address: 20 Chipchase Close, Hazelmere, Bedlington, NE22 6ND
Telephone: 07837 660293 
Email: cbax74@icloud.com
Profile
An experienced Learning and Development Practitioner, Coach, Organisational Development (OD) Practitioner, and Leadership and Management Practitioner.  I am also a Faculty member for the North East Leadership Academy (NELA) and co design and deliver OD Leadership regional programmes. 
I currently work within a Large NHS Trust. I have excellent organisational skills, presentation and communication skills, and the ability to communicate to a wide audience.  Throughout my career I have liaised with many departments and individuals I am an effective leader and manager, gaining and maintaining effective working relationships with people at all levels both internally and externally.  I work well under pressure and I have excellent problem solving skills, I have excellent project management skills.  I am flexible and engaged with service improvement, and working on new ideas ensuring continuous improvement.  I work well with colleagues being an excellent team player, involving others in discussions and decisions where appropriate.  I am diplomatic and understand I am a role model for the Trust, using reflection and other communication skills to achieve a win win outcome. I have the ability to interpret highly complex information and I can use appropriate ways to explain the data in a logical manner. I also however, have the ability to be autonomous, working well under pressure to complete work to tight deadlines. I am required to be persuasive and demonstrate good negotiation skills when working with teams to achieve outcomes agreed by all parties using my ability to influence and negotiate to motivate with a view for managing change within the area. 
Key Competencies
	· Decision Making
	· High Work Standards

	· Teamwork
· Reliability
· Leadership

· Planning and organising

· Integrity
	· Motivation
· Problem Solving

· Adaptability

· Communication
· Resilience



Career Summary
	July 2016 – Present
Duties and Responsibilities
Achievements to date

Oct 1999-Present

Duties and Responsibilities

Achievements


	COACH, Northumberland Tyne & Wear NHS Foundation Trust, St Nicholas Hospital, Gosforth. 
· Provide coaching sessions for Trust staff and manage an agreed coaching caseload

· Act as a central ‘referral’ point for managers seeking advice regarding

· mediation

· Undertake group coaching as and when required

· Develop coaching networks in the groups and evaluate the effectiveness of coaching outcomes

· Maintain personal development as a coach and to undertake coaching

· supervision to enhance personal effectiveness
· Identify and manage cultural and behavioural barriers that might impact on

· the development of coaching relationships
· In conjunction with the Group Heads of Workforce and OD, assist in the

· implementation of the workforce strategy

· Provide support to the work of the Head of People and Team Development

· Work collaboratively with colleagues from the Capsticks HR Advisory service,

· transactional team, corporate workforce managers (including medical staffing

· colleagues), staff side colleagues and our Occupational Health providers to

· ensure that customer needs are met operationally

· Lead on/contribute to ad hoc projects as and when required

· Ensure compliance with all corporate governance and statutory requirements

· Development of a formal route for access to internal coaching ensuring that line managers  are understanding and supportive of the process
· Identified and set-up an internal coaching network across the Trust. Providing Coaching Supervision internally.
· Integrated coaching skills into clinical supervision, performance management

and appraisal processes
PART-TIME SESSIONAL EVENING TUTOR Northumberland County Council, Morpeth
· Teach clients basic Word Processing Skills using Word 2010, Excel, Access, PowerPoint, Internet skills etc., all working towards Certification in Basic Computer Skills. 

· Delivery of ECDL

· Levels of teaching are from Entry Level to Level 2 

· Work as part of a team

· Motivate clients

· Ofsted Grade 1 Teacher

· 98% Pass rate of students to date



	April 2015-July 2016
(due to organisation change)
	WORKFORCE DEVELOPMENTS OFFICER Northumberland Tyne & Wear NHS Foundation Trust, St Nicholas Hospital, Gosforth

	Duties and Responsibilities
	· To provide specialist advice in the implementation of the Trust’s Training and Workforce Strategies.
· To work autonomously providing a range of advice in relation to training projects and developments to senior colleagues and managers, e.g. implementation of Investors in People principles and actions required in the Trust Plan
· Project Management of Investors in People 

· Project Management of Streamlining across the North East NHS Trusts alongside Director of Workforce
· To line manage a number of staff within the team providing leadership, advice, supervision and development

· Apprenticeships – recruitment and project development

· Development of E-Learning materials



	Achievements
	· Retention of the Better Health at Work Award

· Successful completion of a variety of Health and Wellbeing Projects

· Successful completion of initial project work for the North East Streamlining Project (recruitment, training and occupational health) due to the final report, it was agreed there was a need for this work to be progressed from late 2016-2018.

	Aug 2014-April 2015    (Maternity Cover)
	LEADERSHIP & ORGANISATIONAL DEVELOPMENT PRACTITIONER Northumberland Tyne & Wear NHS Foundation Trust, St Nicholas Hospital



	Duties and Responsibilities

Achievements

June 2011–Aug 2014
Duties and Responsibilities

Achievements

Feb 2008-June 2011

Duties and Responsibilities

Achievements

Earlier Experience
Nov 2004-June 2008
Feb 2003-Oct 2004
July 2001-Feb 2003

Nov 1998-July 2001

April 1998-Oct 1998

Dec 1996- April 1998

Dec 1994-Dec 1996

March 1994-Dec 1994

	· To contribute to the development of the organisations culture, including its leadership expertise, aimed at maximising our ability to manage transformational change and to improve the quality of care that is delivered by all.

· To contribute to the design, delivery and evaluation of designated components of the Trust’s Organisational Development strategy and plan for the Trust

· Provide and receive complex information in relation to our workforce, workforce structures and workforce performance

· Develop effective collaborative partnerships with others, including other deliverers of training or development interventions

· Provide effective feedback to others, including the outcomes of diagnostic processes or tools

· Give verbal presentations, deliver training and effectively facilitate groups (including groups that may include service users and carers)

· Participate effectively in meetings

· Provide and receive personal information within accepted boundaries e.g. Data Protection Act, Freedom of Information and Equality and Diversity

· Act as an ambassador for the Leadership and OD Team, the Directorate and the Trust

· Persuade, influence and appropriately challenge

· Participate in the self-assessment of communication skills and ability to maintain/sustain relationships

· Participate in peer assessment of communication and relationship issues, providing effective feedback, challenging when necessary and giving support when required

· Deputise in meetings for the Head of Leadership and OD when necessary

· Positive feedback from Leadership and Development Programme from attendees

· Successful assisting other to contribute to change within their workplace and giving them confidence in order to discuss this effectively, increasing positivity and performance

· Positive evaluation of coaching relationships

· Positive evaluation of people development within teams

DEVELOPMENTS OFFICER Northumberland Tyne & Wear NHS Foundation Trust, St Nicholas Hospital
· To deputise for the Training Developments Manager

· To provide operational support to the Training Developments and Vocational Training Manager on training related projects, reporting and income generation activity.

· To provide specialist advice in the implementation of the Trust’s Training and Workforce Strategies.

· To provide training and development advice to the Trust in conjunction with the Workforce Advisors.  

· To work autonomously providing a range of advice in relation to training projects and developments to senior colleagues and managers, e.g. implementation of Investors in People principles and actions required in the Trust Plan

· To act as lead specialist on specific training and development projects i.e. Investors in People (IIP), NHS Litigation Authority (NHSLA).

· To assist the Deputy Director of Workforce and Head of Human Resources to meet the Directorate’s priorities and objectives. 
· To deliver training ad-hoc for Corporate, Leadership and Management & IT Skills.

· To co-ordination the application process of work experience with the Practice Placement Facilitator.

· Identified future learning and development needs by using diagnostic tools in partnership with the Health of Training

· Maintained Learning and Development Plans with other NHS Trusts in the Region, Streamlining the Statutory and Mandatory transition for new staff to the organisation

· Design of e-learning courses internal to the Trust

· Project Management of Investors in People Award and the successful achievement of the standard
· Co-Author of Appraisal Policy embedding organisation values

· Chair of NHS E-Learning Management Group Regionally

CORPORATE TRAINER Northumberland Tyne & Wear NHS Foundation Trust, St Nicholas Hospital, Gosforth
· To plan, coordinate, deliver and maintain corporate programmes arising from legal, NHS, organisational and KSF/Appraisal requirements taking particular responsibility for programmes, equality and diversity, customer care, assertiveness, project management and management development.

· To work collaboratively and flexibly to ensure that training and development resources are effectively focussed and are available locally across the organisation.

· To lead on specific projects and specialised development areas.

· To ensure policies regarding training and evaluation are up to date. To keep up to date on NHS regulations.

· To contribute to other training programmes.

· Deliver Staff Induction, Equality and Diversity for Managers, Knowledge Skills Framework Training for Managers, Appraisal Training, HR Policy Training, Project Management, Customer Care, Assertiveness, Presentation Skills, Facilitations Skills, Basic IT Skills and facilitate Ward or Department Away Days.
· Implementation of new induction process to all new staff within the Trust

· Development of HR Policy Training
IT TRAINER Northumberland Tyne & Wear NHS Foundation Trust, St Nicholas Hospital, Gosforth
ADULT LEARNING TUTOR, SureStart Blyth

OFFICE MANAGER Bradford & Bingley, Land & New Homes Section, North Shields
SECRETARY Newcastle University

SECRETARIAL PLACEMENTS Signet Secretarial Agency Ashington

SECRETARY/PA Cambridge University, Department of Physics, Cambridge

TYPIST/RECEPTIONIST Orchard Surgery, Melbourn, Royston, Herts

BAR HOSTESS Foxhills Golf & Country Club, Surrey


Professional Development
	· Health and Safety
	· Manual Handling

	· Safeguarding Children & Adults
· Equality and Diversity
· Business Change and Benefits
· Return on Investment Workshop
	· Fire Safety
· 360 Feedback Facilitator

· Home Office Prevent Facilitation
· First Aid at Work


Education
July 2014
ILM Level 5 Coaching – North East Leadership Academy

Nov 2011
A1 Assessors Award – Rove Consultancy
Oct 2011
Myers Briggs Personality Type Indicator Step 1 – OPP Consultancy

April 2008
Prince2 Foundation Certificate – Novare Consultancy

June 2003
BA (Hons) Education and Training – University of Sunderland

June 2002
Foundation Degree in Training and Development - Newcastle College

June 2001
C&G 7307 Further and Adult Teachers Certificate - Northumberland College

June 2001
RSA Shorthand I & II - Northumberland College

June 1997
RSA II Diploma & RSA III Certificate -  Melbourn Village College, Herts 
June 1993
BTec National in Public Administration – Northumberland College
June 1990 
5 GCSES all grade C - English Language and Literature, Maths, Typing and Business Studies – Bedlington High School.

Key I.T Skills
· Word 2010, Excel 2010, PowerPoint 2010, Access 2010, Outlook 2010, Publisher 2010, Captivate E-Learning Developer
Other Details
	Other:
	Full/Clean Driving Licence

	Interests:
	Family interests, horse-riding and reading both factual and fiction


References are available on request

