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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



Training Coordinator

	Job Title:
	Training Coordinator
	FLSA Status:
	

	Department:
	Human Resources
	Reports To:
	Company President

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

Under the direction of and reporting to the company President, the Training Coordinator coordinates and administers training and development programs to maximize the human resource potential at the company.

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.

· Confer with managers and supervisors to determine training needs.

· Analyze training and developmental needs.

· Formulate and develop plans, procedures, and programs to meet specific training needs and problems.

· Prepare training material and conduct programs.

· Schedule training programs and arrange for conference rooms.

· Ensure set up of rooms, availability of audiovisual equipment, and employee notification.

· Organize and develop training manuals, reference library, and other educational material.

· Arrange for courses to be video taped.

· Ensure accessibility to employees.

· Coordinate and plan seminars for the exchange of ideas and learn of new techniques or products.

· Monitor training effectiveness and evaluate feedback.

· Modify programs as needed.

· Maintain organizational charts for Operating Team Members.

· Keep up to date on new techniques and developments in training, as well as, governmental regulations affecting company policies and human resource practices.

· Other Activities

· Assist in professional duties required to maintain the functionality of the Human Resource Department.

· Serve as Employment Commute Options (ECO) alternate coordinator.

· Write company newsletter articles as requested.

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

Requires a bachelor's degree in Human Resource Management, Business Administration, Administrative Leadership, or Adult Education from a four-year college or university.

Language Skills

Ability to read and analyze professional journals, operating procedures, and governmental regulations. Ability to write reports, policies, procedure manuals, and training materials. Ability to effectively communicate with managers and other employees of the organization.

Reasoning Ability

Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Ability to interpret a variety of labor contracts, governmental laws and technical information furnished in written, oral, diagram, or schedule form.

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 regularly required to sit and talk or hear. The employee frequently is required to use hands to finger, handle, or touch objects, tools, or controls. The employee is occasionally required to stand and walk.

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.

	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. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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