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Classification Specification
	

	
	2315200

	
	EMPLOYEE DEVELOPMENT & TRAINING MANAGER



Class Summary
The responsibilities of this classification include providing leadership and direction in the planning, assessment, design, development, implementation and evaluation of training and employee development methodologies, programs, products and services.  Program services are designed to support King County strategies and initiatives and create the desired culture to support the achievement of business goals.  
Distinguishing Characteristics

This is a single-level classification responsible for comprehensive employee learning and development programs that enhance knowledge, skills and performance of individual employees and County agencies.  The incumbent develops and implements training and organizational development policies, procedures and service delivery; supervises professional staff; and oversees the new employee on-boarding program.
Examples of Duties

1. Design and implement training programs and systems that optimize the County’s strategy, processes and culture.     
2. Foster the development of a continuous learning organizational culture; conduct research and design training to enhance organizational performance.
3. Conduct needs assessments to identify individual, group, team, divisional, departmental, and organizational training opportunities.  

4. Conduct classroom training and develop and implement alternative delivery methods for employee development, performance growth and improvement. 
5. Provide consulting services to departments in all aspects of training; coordinate training activities with other departments and outside agencies; consult with department teams to facilitate development and problem-solving sessions. 
6. Conduct cost-benefit analyses to assess feasibility of utilizing outside training resources.  Develop and manage requests for consultant proposals, oversee selection process, negotiate contracts and monitor compliance of consultant/vendor products and services. 

7. Coordinate “employee as trainer” programs.

8. Work in partnership with department management and HR staff to develop and implement mentorship, internship, and apprenticeship programs.  

9. Facilitate career development, workforce planning, and succession planning.  Analyze staff abilities, project demands and identify gaps, identify options for addressing staff development and measure success of solutions.

10. Manage and participate in the development and delivery of new employee on-boarding programs to communicate King County’s vision, goals, culture and values.  Train leaders to orient and provide ongoing support to new hires.
11. Oversee the development and implementation of the County’s training for new supervisors and managers; ensure staff receives ongoing training on Countywide policies including Ethics, Workplace Violence, Anti-Harassment and other related subjects.
12. Develop and maintain a system to record training activities.  Develop and track key performance measures for learning programs; evaluate and measure training provided to ensure high customer satisfaction and achievement of desired outcomes.   
13. Plan and supervise work activities of assigned staff, prepare work schedules and staffing plans, approve leaves, evaluate performance, discipline staff as appropriate.   
14. Perform other duties as assigned.
Knowledge/Skills
Knowledge of and skill in human resources principles and techniques
Knowledge of employee development and training practices, adult learning theory/principles, and instructional design methodologies
Knowledge of current organizational development practices, including organizational design, change management, culture change and needs analysis
Knowledge of and skill in program evaluation techniques, instruments, data analysis, and interpretation
Knowledge of and skill in strategic planning techniques and principles, project management, and organization/time management
Knowledge of and skill in managing computerized training delivery, and electronic record keeping systems
Skill in providing leadership and direction for long-range planning and design of employee training and development programs

Skill in integrating large-scale systemic change programs

Skill in managing group processes including group facilitation, team effectiveness, and conflict management and resolution
Communication, facilitation and presentation skills
Skill in working with a variety of individuals from diverse backgrounds
Skill in leading, coaching, and managing people
Skill in planning, coordinating and supervising the work of employees 

Skill in establishing and maintaining effective working relationships

Licensing, Certification and Other Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

Minimum Qualifications

· A Bachelor’s degree in Human Resources, Adult Education, Employee/Organizational Development or a related field 

AND
· Five years of progressive professional experience in human resources with an emphasis in instructional design, implementation delivery and evaluation methods for adult learners, or organizational development, change management, organizational design and staff development.



 OR
· Any combination of experience/education/training that provides the required knowledge, skills and abilities to perform the work
	FLSA Designation
Service Status

EEO Code
	Exempt (Administrative)

Career Service

2

	Levels within same series
	None

	Class History
	Created 1/2012
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