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JOB SUMMARY:

1. Administers, organizes, and conducts company training programs for clerical, supervisory, technical, and lower-level management personnel.  

2. This position has limited decision-making since problems can generally be evaluated in terms of defined procedures or precedents. 

3. Work occasionally requires the employee to assess several elements and alternatives which involves minor research. 

4. Work sometimes requires the employee to modify methods and procedures or plan and establish new methods and procedures. 

5. There are no direct supervisory responsibilities, but the employee may train new employees and assist lower-level personnel.

ESSENTIAL FUNCTIONS:

1. Researches, plans, organizes, and conducts training programs, seminars, and conferences for clerical, supervisory, technical, and lower-level management personnel.

2. Writes material for new training programs; reviews, evaluates, and modifies existing and proposed programs, and recommends appropriate changes.

3. Assists outside consultants with preparing various training programs.

4. Administers and evaluates training program qualification tests and determines eligibility of prospective attendees.

5. Prepares and distributes training aids such as instructional material, handouts, evaluation forms, and visual aids; sets up audiovisual equipment and makes presentations when necessary.

6. Contacts attendees and department representatives about training program.

7. Schedules the appropriate classroom and prepares the physical setup.

ADDITIONAL RESPONSIBILITIES:

1. Ability to communicate with company employees, trainers from other companies, professional training group members, and consultants by phone, in person, or through correspondence.

2. Ability to perform duties with minimal direction.

EDUCATION AND EXPERIENCE:

1. Bachelor's degree or equivalent experience.

2. At least two (2) years' related experience.
