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Cl ass Definition:

Under direction, provides instruction and training in a variety of
manageri al and adm ni strative subject matter areas for Comm ssion-w de
prograns. Advises and provides assistance in the devel opnent and

I mpl ementation of training and educational programs for the Conm ssion.
Perfornms other related duties as assigned.

Exanpl es of Inportant Duties

1. Desi gns and conducts training courses in broad scope subject
matter, prepares |esson plans, course objectives and instructional
materials (e.g., training manuals). Obtains filnms, tapes, and
ot her visual aide material s/equipnment for training sessions.
Uilizes a variety of instructional nethods/techniques to achieve
course objectives. Counsels students on their progress and ways
to inprove their performance on an individual basis.

2. Devel ops and i nplenents course evaluation criteria. Determ nes
the effectiveness of courses. |Initiates changes to inprove the
qual ity of course and to insure course objectives are being net.

3. Advi ses and acts as a resource to Conmi ssion Depart ment
managenent, supervising and inplenenting training prograns.
Coor di nates prograns between departnents to insure maxi mum
participation. Recommends alternative training nmethods,

t echni ques, personnel to acconplish training objectives.

4. Conducts prelimnary screening of students to assess their skills
and abilities. ldentifies those potential students who woul d not
benefit fromthe course (i.e., students with out necessary
prerequisite training or whose devel opnent is beyond the scope of
the specific course).

5. Counsel s enpl oyees on training/educational opportunities to
enhance their educational devel opnment, including the full range
bet ween renmedi al through post graduate | evel courses.

6. Mai nt ai ns contact wi th educational/training organizations and
ot her appropriate associations for the purpose of keeping abreast
of the | atest devel opnents in training/education technol ogy.

7. Makes presentations to groups and boards for the purpose of
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Exanpl es of Inportant Duties (Continued)

explaining and interpreting training goals and objectives,
programs, etc.

Keeps training records for the Conm ssion on course participants.
Prepares status and progress reports. Mintains records of
attendance. Monitors and maintains records of training program
expenditures to stay within budget.

| nportant Wor ker Characteristics

A

Ext ensi ve know edge of (1) training adm nistration; (2) Merit
System Rul es & Regul ations; * (3) Statistical Analysis; * (4)

Comm ssion activities; * (5) instructional nmethods and techni ques;
(6) learning theory.

Ability to (1) handle confidential information with discretion;

(2) communicate both orally and in witing; (3) deal tactfully and
effectively and courteously with officials, staff and general
public; (4) prepare reports and records; (5) arrive at sound

deci sions through detailed anal ysis and eval uation of information
and dat a.

Skill in the operation of: audio/visual equipnment.

Devel oped primarily after enploynent in this job class.

M ni num Qualifications

1.

Masters Degree from an accredited college or university in

Psychol ogy, Personnel Adm nistration, Public Adm nistration,

Busi ness Adm ni stration, Education or related subjects and three
years of experience in providing training/education prograns which
I ncl uded experience as an instructor in Managenent Science,

Busi ness Admi ni stration, Public Adm nistration, Personnel

Adm ni stration or related subjects, or

An equi val ent conbi nati on of education and experience.

Experience in providing adult education progranms is highly
desirabl e.



Wor ki ng _Condi ti ons

Works in office/classroom Considerable pressure to neet deadlines.



