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- [ IReclassification [ INew Position Update Position Hyperlinkedto  []
E.ﬂ Agency Organizational Tree
§ USUAL WORKING TITLE OF POSITION POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
Z o | Training Program Manager See Table of Organization
38 Permanent | [X] Classified QOvertime: [ ] Eligible Exempt Bargaining Unit
EW |0 Temporary
22 |0 Intermittent | [] Unclassified | If FLSA Exempt, exemption type:
o N Page 1 of 2
NORMAL WORKING HOURS (Explain unusual or rotating shift):
L FROM: 8:00 am. TO: 5:00 p.m.
JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities
60 ]| On behalf of the Human Resources Division (HRD), Office of Talent Manage- | Knowledge of: (1) training & organization-

ment (OTM) in Learning & Professional Development (OLPD) develops, im-
plements & administers the program for Organizational Development (i.e.,
customer service/focus, etc.); serves as member of management team responsi-
ble for statewide talent management via organizational & employee develop-
ment programs (e.g., Ohio Certified Public Manager Program, Lead Ohio)
sponsored by Ohio Department of Administrative Services (DAS} for eligible
government (¢.g., local, county & state) employees; develops & delivers
statewide training on course materials as directed; formulates & implements
applicable policies & procedures; estimates program budget, recommends the
budget requirements & monitors expenditures; negotiates contract costs, as
needed; approves vendor invoices; monitors educational partners programs &
financial accounts; proposes marketing & recruitment aspects of program; op-
erates motor vehicle to travel throughout Ohie to deliver program services;
conducts staff, provider &/or stakeholders meetings; serves as program confact
for state government & facilitators; coordinates curriculum planning (e.g., con-
sults internally and externally with business partners); recommends program
revision or enhancement; coordinate curriculum delivery; identifies & secures
program sites; manages project components to assist project team, as assigned;
follows process / procedures for ELM to frack courses / attendees.

al development; (2) adult leaming tech-
niques & styles; (3) platform training skills;
(4} curriculumy/instructional design; (5) pub-
lic & human relations; (6) state contractual
practices®; (7) leadership techniques & prin-
ciples; (8) program / project management;
(9) agency policies & procedures®, (10)
government structure & process®; (11) web
based training.

Skilled in: (12} operation of personal com-
puter & related software (e.g., MS Word,
Excel, Powerpoint, Outlook).

Ability to: (13) formulate & work through
project plan; (14) work well with agency
liaisons, vendors, customers & general pub-
lic; (15) assess program needs; (16) gather
customer feedback; (17) follow-up with
action plans; (18) prepare budgets & moni-
tor expenditures; (19) define problems, col-
lect data, establish facts, draw valid conclu-
sions and initiate solutions; (20) implement
program areas; (21) obtain & maintain valid
Ohio driver’s license; (22) prepare and de-
liver presentations/speeches to a diverse
audience; (23) prepare meaningful, concise
& accurate reports.
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to keep abreast of trends in training & development field; acts as public speak-
er, trainer or facilitator; conducts research & identifies useful emerging strate-
gies to benchmark progress of Ohio programs.

Position is overtime exempt
Position requires travel

Skill in: 12

Ability to: 13, 14, 15, 16, 17, 18,

*developed after employment.
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E R [] Temporary
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NORMAL WORKING HOURS (Explain unusual or rotating shift):
FROM: 8:0(2. a.m. TO! 5:20 p.m.
JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities
25 | Develops measures to assess quality of training and ROI for attendees and/or Knowledge of: 1,2,3,4,35,7, 8, 9% 10%
their management; prepares and presents reports to senior management; Skill in: 12.
generates various reports, e-mail, correspondence & other related program doc- | Ability to: 13, 14, 15, 16, 17, 18, 19, 20, 22,
uments (e.g., annual/guarterly status reports; student evaluation, program effec- | 23.
tiveness); serves as consultant to assist customer agencies in selection of organ-
izasional development training programs that support their mission &/or goals;
assists with delivery of leadership/management programs & other training pro-
grams as determined by the administrator.
15 | Performs other related duties as assigned (e.g., attends seminars & conferences) | Knowledge of: 1, 2,3, 4, 5,22,23.

19,20, 22.
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