9559
STAFF DEVELOPMENT SPECI ALI ST

Nat ure of Work

Under general supervision, perforns full-performance | evel
wor k in planning, organizing, coordinating and/or conducting both
speci ali zed and general training progranms. Perforns related work
as required.

Di stingui shing Characteristics

Wrk at this |level involves responsibility for various basic
trai ning prograns of both technical and non-technical content on
an agency statew de basis. Preponderance of tine is spent
coordi nati ng, scheduling, and devel oping training prograns and/or
conducting training sessions. Researches and assesses agency
trai ni ng needs and nakes recommendati ons to senior staff
devel opnent specialist or proper agency authority.

Exanpl es of Work

Conducts needs assessnments to determ ne agency training needs;
devel ops assessnent mechani sm gat hers and consol i dates
assessnment data; devel ops summaries of training needs and
provi des comments and recommendat i ons.

Pl ans, coordi nates and/or conducts training activities and
prograns for the agency.

Revi ews and recomrends or conpiles and conposes nmaterials used
intraining activities and prograns.

Participates in the planning and delivery of training and
staff devel opnent provided via tel econferences and vi deo
producti ons.

Previ ews and evaluates training materials, and nmakes
recommendati ons regardi ng val ue to agency.

htains facilities and equi pment necessary for conducting
trai ni ng sessions.

Conducts training sessions in areas of expertise; devel ops
course outlines and | esson plans.

Mai nt ai ns necessary training docunentation records.

Prepares training reports and eval uati ons.

Know edge, Skills and Abilities

Know edge of training course design and adult education
met hods and procedures.

Know edge of group processes, comuni cation techni ques and
publ i ¢ speaki ng.

Know edge of eval uation systenms and needs assessnent
t echni ques.

Know edge of available training and staff devel opnent
resour ces.

Ability to use audi o-visual equipnent and ot her current
technol ogi es applicable to training and staff devel opnent.

Ability to provide training on a variety of subjects,
utilizing various training techniques.



9559
STAFF DEVELOPMENT SPECI ALI ST (contd)

Know edge, Skills and Abilities (contd)
Ability to comunicate effectively both orally and in
writing.

M ni mum Qual i fications

TRAINING Gaduation froman accredited four-year college or
university with a major in education, conmunication,
counsel i ng, social work, business adm nistration, industrial
relations, or related fields.

EXPERIENCE Two years of full-tine or equivalent part-tine
pai d experience in teaching, training, or staff devel opnment.

SUBSTI TUTION  Masters degree froman accredited coll ege or
university in education, conmmunications, counseling, social
wor k, business adm nistration, industrial relations, or
related fields may be substituted for one year of
experi ence.

Est abl i shed: 12/1/91
Ef fecti ve: 12/1/91



