POSTING DATE:  February 23, 2004
CLOSING DATE:  March 2, 2004      

HOURS:    
    Full-Time (hours will vary)              
POSITION:

Training Coordinator
DEPARTMENT:
HUMAN RESOURCES

REPORTS TO:

HUMAN RESOURCES MANAGER 

CLASSIFICATION:
NON-EXEMPT

JOB GRADE:

7

General Summary of Primary Duties

Under the general supervision of the Human Resource Manager, responsible for planning and directing all training activities including organizational development, employee education, regulatory compliance training, and new product/service development.
Principle Duties and Other 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 trainers 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/or 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/or coordinates member service oriented skills training for all staff members. May work in conjunction with third party vendors such as: CUNA Mutual, CUES, ASE, etc.   

5. Provides resources pertaining to career options and career counseling for managers and employees, and assists with the development of career path training programs at both management and employee levels.  

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

7.
Designs an evaluation form for employees to complete in conjunction with the annual job performance review to establish and monitor individual training requests. Works with the employee and his/her immediate supervisor to develop a training plan based on needs or career aspirations.
8.   Assists management with member educational programs as needed.

9.   Maintains training records for each employee in the Human Resource Information System database. Provides periodic updates to managers and employees on training accomplishments.    

10.  Administers the education reimbursement program, ensuring compliance with policies, procedures and current IRS regulations. 
11. Tracks employee participation throughout the year for various regulatory and safety/security training such as:  robbery training, regulatory issues, first aid/CPR, building evacuation, emergency response and OSHA, etc. 
12.  Coordinates utilization of onsite training rooms, equipment and special needs relating to training.
13.  Assists in the development of the annual training budget.

NOTE: This list of primary duties is not limited. From time to time, you may be required to complete supplemental responsibilities.

Minimum Requirements

Education:   Two years of college or an Associate Degree.

Experience: At least two years of similar or related experience. 

Other Job Specifications:

Ability to effectively listen and interpret meanings of the dialogue.

Excellent written and oral communication skills.
Demonstrated skills in designing and presenting seminars to adult audiences. 

Intermediate computer skills in MICROSOFT Word, Excel and PowerPoint.

High level of creativity and flexibility in order to improve existing programs and to develop new training programs. 

Ability to handle confidential information.

Ability to perform job functions under stressful situations.

Ability to work in a team environment and promote a positive attitude toward teamwork.

Ability to accept and respond to changes in the work environment.

Work must be completed with quality and accuracy.

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

Knowledge of a variety of financial products and services in order to accurately train employees.

Knowledge of DCECU employee benefits and ability to communicate them to employees.

Intermediate math skills.

Basic accounting skills. 
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