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Classification Specification
	

	
	2252100

	
	OCCUPATIONAL EDUCATION AND TRAINING INSTRUCTOR



Class Summary

The responsibilities of this classification include conducting quality instruction and providing learning opportunities for the development of knowledge and skills to meet customer needs.

Distinguishing Characteristics

This is the first level within a four-level Occupational Education and Training classification series. This classification is distinguished from the Occupational Education and Training Coordinator in that incumbents teach off-the-shelf programs and work within established guidelines, while the Occupational Education and Training Coordinator designs and develops curricula and programs. Incumbents in this classification may participate in program and curriculum development.

Examples of Duties (May vary by position)

1. Maintain and update a library of training and reference materials.

2. Conduct training courses in the classroom and in the field; administer tests and evaluate results.

3. Perform course task analysis; write learning objectives; design the course and develop training, testing materials and visual aids.

4. Conduct presentations for targeted audiences.

5. Market, promote or provide education programs to internal/external customers.

6. Format training materials.

7. Register participants, reserve rooms and process training records and events.
8. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of course design, teaching methods and techniques for presenting materials
Knowledge of adult learning styles
Presentation skills
Communications skills (oral and written)
Interpersonal skills
Facilitation skills
Decision making skills
Classroom management skills
Demonstrated skill in the use of training equipment such as overhead projectors and flipcharts
Skill in the use of a personal computer, word processing and database management software
Demonstrated skill in recognizing and dealing with conflict
Licensing, Certification and Other Requirements

Washington State Driver’s License (some positions)
Appropriate state or federal licenses and certifications (some positions)
Additional licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Non-Exempt

	Levels within same series
	Occupational Education and Training Instructor, Coordinator, Program Administrator and Program Administrator Senior
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