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We are Hiring 

Training Quality Coordinator

The Malawi – Liverpool – Wellcome - Programme (MLW) (http://www.mlw.mw) is an internationally recognized centre for research and training, funded by the Wellcome Trust in collaboration with our key partners, the Kamuzu University of Health Sciences (KuHes), Liverpool School of Tropical Medicine (LSTM) and University of Liverpool (UoL) among others. We are committed to promoting research and training led by Malawian & International scientists, with the aim of improving the health of people in Malawi and elsewhere in the Region. 

The Malawi–Liverpool–Wellcome Programme (MLW) is seeking to hire a Training Quality Coordinator who shall be based within the Human Resources Department and reporting to the Head of Training and Development.
 
The position is tenable at MLW head offices in Blantyre.

POSITION FUNCTION (PURPOSE): In summary, why does the job exist?

The Training Quality Coordinator is responsible for coordinating, monitoring and improving the quality of institutional learning, academic training and professional services development programmes across the Malawi Liverpool Wellcome Programme.

The position supports the delivery of high-quality training and learning opportunities for staff and trainees across the institutional academic pipeline, including interns, pre-master trainees, master’s students, doctoral students, postdoctoral researchers and other stakeholders.

The postholder ensures that training programmes are appropriately planned, implemented, documented, tracked and evaluated in accordance with MLW policies, strategic priorities, funder requirements and recognized quality standards.

The role also links the overall MLW Training Strategy with the Talent Management Strategy, which is foundational to individual Professional Development Plans for performance management outcomes, departmental training needs, succession planning, staff planning and staff promotion, and learning Management system (LMS). This includes identifying competency and performance gaps and coordinating appropriate learning interventions that contribute to improved staff performance, trainee progression, productivity, research capacity and institutional effectiveness.

The Training Quality Coordinator will work closely with managers, supervisors, trainees, academic partners, and external training providers to promote consistent standards and a culture of continuous learning and improvement.

KEY ACCOUNTABILITIES/RESPONSIBILITIES: 

1. Training Quality Assurance - Develop, implement and regularly review standards, guidelines, procedures and tools for assessing the quality of institutional learning and training programmes. Ensure that training programs are delivered in accordance with approved objectives, curricula, institutional policies, funder requirements and recognized professional standards. Conduct periodic reviews of training programmes to assess their relevance, consistency, accessibility, effectiveness and overall quality. Identify gaps in training quality and recommend practical corrective and improvement measures. Support departments, supervisors, facilitators and programme lead in applying consistent standards for training, delivery, assessment and learner support. 
1. Training Needs Assessment and Planning -Coordinate institutional, departmental and individual training needs assessments. Review staff professional development plans and performance management outcomes to identify technical, leadership, behavioral and professional development needs. Work with managers, supervisors and human resources to prioritize training needs based on institutional strategy and operational requirements.
1. Academic and Research Training Coordination -Coordinate and monitor the quality of MLW’s academic training pipeline, including internships, master’s programs, doctoral training, postdoctoral development and other training awards.
1. Learning Programme Design and Delivery - Coordinate the design, review and delivery of learning programs based on identified organizational and individual needs.
1. Monitoring, Evaluation and Learning – ensure satisfaction, knowledge acquisition, behavioral change and workplace application of learning.
1. Talent Management – Support the alignment of staff development activities with MLW’s Talent Management Strategy through the management of the learning management system and other external training offerings to ensure staff and trainee professional development. 
1. Training Administration and Records Management - Maintain accurate and confidential records of training applications, approvals, attendance, assessments, certificates, evaluations and expenditure. Maintain and regularly update the institutional training database and Learning Management System.
1. Training Governance and Compliance - Support the development and review of training and development policies, guidelines and Standard Operating Procedures. Ensure compliance with MLW policies, ethical requirements, health and safety standards and relevant funder conditions. 

QUALIFICATIONS:
1. Education: Bachelor’s degree in organizational development, Training and        Development, Education, Human Resource Management. 

2. Certifications in any of the following areas: learning and development, training management, quality assurance, monitoring and evaluation, or instructional design.


3. Experience: At least five years’ relevant experience in learning and development, training coordination, academic programme administration, research capacity strengthening, quality assurance or human resource development.
· Experience using Learning Management Systems or digital learning platforms.
· Experience supporting talent management, succession planning or career development programmes.
· Experience coordinating organizational or departmental training programmes.
· Experience conducting training needs assessments and preparing training plans.
· Experience monitoring and evaluating learning programmes.
· Experience in maintaining databases, training records and management reports.
· Experience in preparing professional reports, presentations and training documentation.

KEY COMPENTENCIES/ATTRIBUTES AND SKILLS (e.g. IT Skills, Personality, Communication, Teamwork etc)
· Quality orientation – Demonstrates a strong commitment to high standards, accuracy, consistency and continuous improvement in all training and development activities.  
· Digital and Artificial Intelligence Competence – Ability to use AI, Microsoft Office applications, databases, learning management systems (LMS), virtual learning platforms, and data-reporting tools effectively.  
· Planning and organization – plans activities systematically, establishes priorities, coordinates resources and ensures timely completion of assigned responsibilities.  
· Analytical thinking -  analyzes training data, evaluation findings and performance information to identify trends, gaps, risks and practical solutions.
· Communication skills – communicates clearly, professionally and confidently with trainees, staff, supervisors, senior management and external stakeholders.
· Initiative and problem solving – identifies training gaps and operational challenges and takes timely action to address them.
· Attention to detail – maintains accurate records, checks information thoroughly and ensures that reports and training documentation are complete. 


REMUNERATION AND BENEFITS
MLW offers an attractive remuneration package which includes a competitive salary package commensurate with the position, a medical aid scheme, 24-hour insurance cover, pension scheme, gratuity benefits redeemable once every year, among others. 
MLW also offers opportunities such as scholarships, upgrading and training opportunities to employees. These are based on successful job performance and other set criteria.

Further details of the organization and the role can be found by visiting our website: www.mlw.mw

Applications should be received not later than 28th August 2026. Interested applicants should apply by sending, a cover letter, copies of relevant certificates, detailed CV with 3 traceable referees (including at least 2 professional referees) to the email address: vacancies@mlw.mw. All documents should be submitted in one pdf file to submit a single PDF file named as first name_ surname_role applied for with an email subject line: Training Quality Coordinator.

MLW recognizes its responsibility in safeguarding and protecting communities, research participants and patients with whom MLW is working. Please note that successful candidates will be requested to undergo a safeguarding check prior to appointment and at regular time points during employment.

ONLY SHORT-LISTED CANDIDATES WILL BE ACKNOWLEDGED.
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