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JOB TITLE
Trainina Program Manader

Prpp=t Alzajie BwWs

JOB CODE
64656

Acts as agency manager for the ELM (Enterprise Learning Manage-
ment) program; researches, develops & facilitates learning in ELM
with a focus on enterprise training: develops & implements a measure-
ment system to ensure continuous improvement of program; oversees
standardization and compliance of statewide ELM training; serves as
member of the Training Standards Advisory Council in order to stan-
dardize trainings for all state agencies; coordinates council meetings
and activities of council; oversees ELM program with a focus on adop-
tion of ELM for all state employees; serves as Tier I1I suppott; respon-
sible for planning & implementation of statewide ELM adoption; re-
sponsible for training of ELM administrators; oversees updates & de-
velopment of job aids; develops, designs & delivers statewide training
course materials on ELM as directed; recommends program revisions;
oversees compliance of ELM service agreements with agencies; pub-
lishes balanced score card results on a regular basis; supervises input of
catalog items & facilities into ELM; monitors learning groups within
BLM; uses ELM to schedule classes & learners; runs repotrts as re-
quested; conducts statewide training; formulates & implements appli-
cable policies & procedures; creates, selects & approves marketing &
promotional materials (e.g., course catalogs, letters, brochures, pamph-
lets, registration forms); explains SCORM (Shared Content Object Ref-
erence Model) compliant course materials & links electronic training
materials to ELM; develops informational presentation(s) & strategies
to promote the curriculum; provides program & curriculum recomimen-
dations (e.g., to add, delete, or reformat curriculum for distance &/or
eLeaming); travels to various sites to deliver iraining programs; re-
commends program revisions; researches & analyzes existing & new
programs to determine improvements & recommends programmatic
revision/enhancements.

Knowledge of: (1) training & organiza-
tional development; (2) adult learning
techniques & styles; (3} platform train-
ing skills; (4) curriculum design; (5)
human resources policies & procedures;
(6) supervision techniques & principles;
(7) program/project management; (8)
agency policies & procedures®, (9)
government structure & process*, (10)
research & analysis techniques; (11)
human resource management (12} in-
structicnal design principles; (13} learn-
ing management system; (14) manage-
ment of class rosters.

Skill in: (15) operation of personal
computer & related software (e.g., MS
Word, Excel, PowerPoint.

Ability to: (16) formulate & work
through project plans; (17) work well
with agency liaisons, vendors, customer
feedback; (18) define problems, collect
data, establish facts, draw valid conclu-
sions & initiate solutions; {19) imple-
ment program areas; (20) obtain &
maintain valid Ohio driver’s license,
(21) prepare & deliver presenta-
tions/speeches to diverse audience(s)
(22) administer basic configuration of a
Web-based system.
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Manages program expansion (e.g. identifies educational partnership
opportunities; previews & selects additional training sites); plans &
manages conferences & events to promote programs (e.g., education
fairs, training fairs); applies policies & procedures governing program
operations &/or implementation of new programs; develops & impie-
ments applicable policies & procedures.

Develops, oversees &/or implements procedures for student registra-
tion, tracking, testing, scheduling & evaluation for assigned program
area; conducts research & analysis & provides results to Training
Academy Program Director (e.g. comparison studies with other states,
private sector; best practices & trends in training & organizational de-
velopment); maintains participant program records & course evaluation
data; prepares written reports on program statistics as needed; operates
personal computer to generate various reports, e-mail, correspondence
& other related program documents (e.g., annual/quarterly status re-
ports, student evaluation, program effectiveness & other customer satis-
faction & training evaluation summary reports); serves as consultant to
assist customer agencies in selection of organizational development
training programs that support their mission &/or goals.

Performs other related duties as assigned; attends seminars & confe-
rences to keep abreast of trends in training & development field; acts as
public speaker, trainer or facilitator; conducts research & identifies use-
ful emerging strategies to benchmark progress of training programs;
gathers related research to assist administrator.

Position is overtime exempt.
Position requires travel.

Knowledge of: 1,2,4,5,7,8,9,10,
11,12, 13.

Skilt in: 15.

Ability to; 16, 17, 18,19, 20.

Knowledge of: 1,2,4,5,7,8,9, 10,
11,12, 13, 14

Skill in: 15.

Ability to: 16, 17, 18, 19, 20,

Knowledge of 1,2,3,4,5,7,8,9,10,
12, 13.

Skill in: 15.

Ability to: 16, 17, 18, 19, 20, 21.

*developed after employment

vised:

List Position Numbers & Job Titles of Positions Directly Super-

/6

SIGNATURE OF AGENCY REPRESENTATIVE

ki

DATE

el

ADM 4107 R 10-08

An Equal Opportunity Empldyer””




