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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Learning and Development Specialist
	Job Title:
	Learning and Development Specialist
	FLSA Status:
	

	Department:
	
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

The learning and development specialist focuses on instructional design and builds programs to support employee and organization development. The learning and development specialist works within a team to provide employees with learning opportunities to help meet organizational goals. They also analyze training needs throughout the organization.

Essential Duties and Responsibilities

This list of duties and responsibilities is not all inclusive and may be expanded to include other duties and responsibilities, as management may deem necessary from time to time.

1. Assess training needs through surveys, interviews with employees, focus groups, or consultation with managers, instructors, or customer representatives.

2. Design, plan, organize, or direct orientation and training programs for employees or customers.

3. Offer specific training programs to help workers maintain or improve job skills.

4. Present information using a variety of instructional techniques or formats, such as role playing, simulations, team exercises, group discussions, videos, or lectures.

5. Obtain, organize, or develop training procedure manuals, guides, or course materials, such as handouts or visual materials.

6. Monitor, evaluate, or record training activities or program effectiveness.

7. Develop alternative training methods if expected improvements are not seen.

8. Evaluate training materials prepared by instructors, such as outlines, text, or handouts.

9. Evaluate modes of training delivery, such as in-person or virtual to optimize training effectiveness, training costs, or environmental impacts.

10. Attend meetings or seminars to obtain information for use in training programs or to inform management of training program status.

11. Monitor training costs and prepare budget reports to justify expenditures.

12. Select and assign instructors to conduct training.

13. Schedule classes based on availability of classrooms, equipment, or instructors.

14. Supervise, evaluate, or refer instructors to skill development classes.

15. Devise programs to develop executive potential among employees in lower-level positions.
16. Other duties as assigned.

Qualifications

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience
· Bachelor’s degree

· 3 - 5 years of adult training experience in business/professional environments

Physical Demands

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to sit. The employee is occasionally required to stand; walk; use hands to finger, handle, or touch objects or controls; and talk or hear. Specific vision abilities required by this job include close vision and the ability to adjust focus.

Must be able to lift and carry training materials up to 300 yards. May need to travel to remote locations via car or airplane.
Work Environment

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

Professional office environment.  May need to traverse through noisy plant locations to get to classrooms.
	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
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