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 Job Description

Title:

Training Coordinator

Department:
Service & Sales

Reports to:
Director, Service Centers

FLSA Status:
Exempt

Supervises:
N/A

Job Summary:

Under the general supervision of the Service and Sales Director, responsible for planning and directing all training activities including organizational development, employee education, regulatory compliance training, and new product/service development.

Essential Duties and Responsibilities:

1. Coordinates, designs, develops, implements and administers the personnel training and developmental programs within the credit union.

2. Analyzes training needs for new employees and current staff, selecting appropriate methods of training while working with managers, departmental heads, and external vendors in such areas as: new employee orientation, specific departmental training, product knowledge, regulations/compliance, personal computer applications, cross-selling and service skills.

3. Designs and incorporates training materials such as: manuals, procedures, presentations, videos, on-line training, and/or training programs to facilitate the developmental objectives of the credit union.  

4. Develops and coordinates member service and sales oriented skills training for all staff members. May work in conjunction with third party vendors such as: CUNA Mutual, Integrasys, Allied, CarQuotes, etc.   

5. Develop and maintain employee orientation program to assist in introducing new employees to ALEC. 

6. Maintains training records for each employee in the training database. Provides periodic updates to managers and employees on training accomplishments.    

7. Tracks employee participation throughout the year for various regulatory and safety/security training such as:  robbery training, IRA and HSA, regulatory issues, first aid/CPR, building evacuation, emergency response and OSHA, etc. 

8. Coordinates utilization of onsite training room in Gurnee and ALEC Service Center locations, equipment and special needs relating to training.

9. Assists in the development of the annual training budget.

10. Maintain Service Standards tools including, daily messages on PNG, weekly service cheer on multi-media boards, and employee suggestion folder. 
11. Review BDS manual for accuracy and assist in developing procedures for Service Center operations
12. Other Duties as assigned
Secondary Duties and Responsibilities:

· Willing to work extra hours as needed and be flexible in the work schedule.

· Designs and conducts post training evaluations and assessments to solicit employee feedback and to ensure that training objectives are being met.

· Assists employees and their immediate supervisors to develop a training plan based on needs or career aspirations.

· Assists management with member educational programs as needed. (Seminars in a box)

· Maintains a calendar of vendor and trade association training opportunities and events pertaining to staff and department development. (Maintains circulars, brochures and emails detailing events).

Supervisory Responsibilities:


None

Competencies:

· Business ethics, leadership, problem solving, creativity, flexibility, planning, instructing, written and oral expression & comprehension.
Qualifications:

· To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations can be made to enable individuals with disabilities to perform essential functions.
Education:

· Bachelor’s degree in communication, human resources or related field of study or equivalent experience in a training and development position.  Receive certification for CUNA’s Creating Member Loyalty training program.

Experience:

· Preferred:  2 – 4 years of training program development, coordination, and implementation in the financial services industry.

· Required:  Minimum 3 years of related work experience in a financial institution or retail environment. Knowledge of a variety of financial products and services.

Skills:

· Excellent written and verbal communication skills

· Organizational skills

· Strong interpersonal skills

· Computer skills

· Thorough knowledge of adult training methods, theories, concepts and techniques

Physical Demands:

· The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations can be made to enable individuals with disabilities to perform the essential functions.
· While performing the duties of this job, the employee is regularly required to talk and hear, and use of hands and fingers to operate a computer and telephone keyboard.

· Standing for prolonged periods of time.

· Moving and setting up equipment for presentations.

Work Environment:

· The work environment described here are representative of those that must be met by an employee encounters while performing the essential functions of this job.  Reasonable accommodations can be made to enable individuals with disabilities to perform the essential functions.
· The noise level in the work environment is moderate.
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