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Course Development Project Manager Vacancy

Cogent have an exciting opportunity to project manage a portfolio of client bespoke course development and internal course development projects, assuring the quality of the associated products, ensuring products & services include best practice training delivery and instructional design techniques, and are developed and delivered on time and to the agreed specification and budget.

[bookmark: _Hlk88058601]Use instructional design skills to manage the development and creation of blended learning and e-learning as well as support our team of subject matter experts to develop face to face training materials and content for inclusion within new and existing courses.

Responsibility for the effective use of the LMS within the team and associated course development software

Package

•	Competitive salary
•	Full time permanent role
•	Pension – employee contribution 6%
•	Life Assurance
•	29 days holiday plus 8 bank holidays (FTE)
•	Opportunity to buy-back 5 extra days annual leave (FTE)
•	Day off for your birthday
•	Optional Private Health Care package
•	Employee Assistance Programme
•	Bonus Scheme
•	Aspire Values Award Scheme
•	Annual Values Awards
•	Long Service Awards
•	Annual Company Events
•	Gym Discount
•	Access to Training & Development Opportunities

Key Accountabilities 
· Manage a portfolio of Cogent Skills course development projects from development through to delivery to meet agreed milestones and specifications
· To manage relationships with both internal and external customers, including to achieve project goals.
· Manage the transition of new courses to operational delivery effectively and efficiently, including liaising with the administration teams to ensure customer satisfaction


· Manage the activity connected to internal and external product development projects including managing subject matter experts who create the technical content and making sure that quality and development procedures are followed 
· To provide instructional design expertise and convert content to blended learning and e-learning for relevant Cogent courses development projects as well as develop new products using Articulate/ Docebo/ Vyond and other platforms and resources as required, including AI where appropriate.
· To advise on the design and content of courses to ensure they contain best practice in delivery and instructional techniques, and that programme content meets the standards required by the customer, Cogent and other relevant stakeholders
· To lead on the best use of learning platforms, software and databases - Docebo, Canvas, Articulate, Vyond etc, including the use of AI
· Oversee the use of the LMS including the technical aspects of adding new course information and processes
· Account manage employers/customers as required, ensuring all aspects of the development are fulfilled and that PO’s, contracts and invoices are all collated, collected/distributed on time and in line with the company requirements
· Work with the Development and Delivery Manager, to manage relationships with employers and providers to ensure successful programme delivery on time and within budget and to explore options for new products 
· Support and apply effective project management methodology across all projects
· Participate and contribute to internal processes 
· Instigate and complete business cases for new products where appropriate, including working with the marketing/ BD teams to complete market demand analysis and product launch plans

· Engage with the marketing and delivery teams to facilitate the transfer and ownership of newly developed products & services.
· To ensure quality processes are followed, including all key documentation being collected and stored in accordance with Data Protection Regulations.
· Enable accurate reporting through the consistent and timely use of the Client Relationship Management (CRM) and other data systems.
· Produce accurate and timely reports on project status, including financial aspects, to Cogent Management and Executive Teams as required
· To take an active part in promoting the Cogent offer, including attending external events, and working with the Marketing team on press releases, marketing literature (including case studies and news stories) and merchandising.
· Commit to any developmental training which is aimed to enhance personal skills and continued development


Key Performance Indicators
· Project management & LMS processes and quality procedures understood and maintained
· Projects managed through to completion to agreed specification, timescales and budget
· Excellent client feedback during and on completion of projects
· Accurate and timely reporting of project management performance – milestones and finances
· Fully functional and professional looking blended learning
· Timely and seamless introduction of products to the wider team

Knowledge Skills and Qualifications
· Experience of working with employers and delivery partners/providers/subject matter experts in the delivery of training development and delivery projects
· Demonstrated project management experience
· Demonstrated instructional design experience including use of Articulate, Moodle and other platforms 
· Experience of product development and stakeholder management
· Experience of process safety training development and delivery in the science industries sector is desirable
· Qualification in training desirable
· Qualification in instructional design desirable
· A self-starter with good organisational skills, and the ability to engage with people of all levels.
· A strong communicator with the ability to negotiate and motivate, resulting in positive results
· Demonstrated advanced IT skills – MS Office and MS Project
· Excellent speaking, listening and presentation skills, strong interpersonal skills – an effective ambassador
· Ability to prioritise tasks and work under pressure, willing to work flexible hours in-line with business needs
· Willing to travel to external sites and attend events out of hours;
· Understanding of the sector and skills issues



NOTE:  This job description is not intended to be all-inclusive. Employee may perform other related duties as negotiated to meet the ongoing needs of the organisation.


	Cogent is an inclusive employer and we value the diversity our workforce brings. We welcome applications from all candidates and will consider all applications equally and fairly.

To apply please click on the link: https://www.cogentskills.com/about/work-for-us/

Please complete the Application Form and send together with a letter of application and your CV to human.resources@cogentskills.com by 11th August 2026 outlining your suitability for this post and how you would ensure success.

If you have additional needs that you would like us to consider during the application and interview process please contact Denise Bentley on 01925 515222 to discuss ways that we can support your application.

If you haven’t heard back from us within 21 days of your application, it means that unfortunately your application has been unsuccessful on this occasion. Websites: www.cogentskills.com
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