DEPARTMENT TRAINER STANDARDS

General Purpose

To provide “hands-on” training in specific operational functions for new employees

To provide on-going training and cross-training for seasoned employees

To promote competence and to facilitate employee development and initiative

Definition Of Training

For the purpose of this program, training is defined as:

Training new employees and/or existing employees assigned to a specific trainer, new procedures and/or screens, issues that must be addressed to all employees in a department (huddles are not considered training).

The following activities fall within the guidelines of normal coaching, expected of a seasoned employee:

Answering routine or standard questions, reviewing or approving loans, and general assistance.  If training has not been assigned, it will require approval from the Manager, Employee Education and Development for the trainer to receive credit or compensation.

Qualification Requirements

The trainer:
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Must be recommended by their manager, be an employee in good standing, and be meeting sales standards.
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Possesses strong operational, verbal and communication skills  
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Evidences cross-functional expertise; two years in present job and experience in at least two credit union departments is preferred. 
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Exhibits exemplary presentation skills that provide clear, organized and detailed direction for the employee
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Consistently projects a positive attitude
[image: image6.png]



Demonstrates initiative; has the ability to accomplish goals with minimal supervision
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Willingly and patiently shares knowledge, providing tools that foster independence and empowerment for each employee being trained
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Gives and receives open, direct communication
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Demonstrates a “teachable” attitude; is open to learning and being coached for improvement
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Consistently embraces responsibility and professionalism
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Competently handles multiple tasks (regular job responsibilities + training responsibilities)

Duties and Responsibilities

In addition to their regular job requirements as defined by their primary role, the operational trainers will:
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Conduct hands-on training with new and seasoned staff within the department, using appropriate curriculum to address departmental procedures and technical functions.
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Assist with the training documentation by providing consistent updates to employee training files using a Training Assessment Form.  Training checklists must be completed for new employees. 
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Attend various training sessions as necessary, both internal and external, to develop training skills and increase/maintain operational knowledge and skills. 
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Attend the quarterly Training Department meetings to discuss new developments, changes, training ideas, etc.  Participate in individual meetings with the Manager, Employee Education and Development on a periodic basis.
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Conduct training in larger group sessions including, but not limited to, departmental huddles.
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Serve as a staff resource for the technical content of the core date processing system. 
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Recommend updates to curriculum and Product Knowledge materials as information/ procedures change. 
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Administer various follow-up evaluations to reinforce previously trained material and assess additional training needs within the department.
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Communicate and report regularly to the department manager and Manager, Employee Education & Development for performance concerns, training needs, curriculum effectiveness, revision suggestions, etc.
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Submit all pre-scheduled training sessions to the Manager, Employee Education & Development in advance of conducting training, leaving sufficient time for the Manager to evaluate and approve the training content.  Training sessions will be randomly audited.

The Manager, Employee Education & Development will randomly observe training techniques to ensure accuracy and consistency.

Compensation

Training Hours

Standard training compensation is $5.00 per hour above the employee’s regular base pay for all approved training hours.  The Manager, Employee Education & Development will audit training logs to verify that the training reported falls within the scope of the Operational Trainer Responsibilities.

All training must be logged using the on-line time sheet.  The trainee must be identified, and a detailed description of the training must be provided.  Time spent preparing training materials may also be logged for compensation.

Training may not be conducted on overtime hours (either for the trainer or the trainee) unless written approval is secured in advance from the manager of both trainer and trainee.  This documentation must be submitted to the Manager, Employee Education and Development.

All trainers are limited to a maximum number of training hours per year.  No more than 2 full quarters of training will be performed in one calendar year in order for the employee to successfully manage other departmental responsibilities.  This limit may be adjusted at a later date.

Sales Standards

Each Trainer’s sales standards must be met on a regular basis.  Trainer’s monthly standards are reduced in the following manner:

	11 to 20     hours  = 85% of standard
	81 to 100   hours  = 35% of standard

	21 to 40     hours  = 75% of standard
	101 to 120 hours  = 25% of standard

	41 to 60     hours  = 60% of standard
	121 to 140 hours  = 10% of standard

	61 to 80     hours  = 50% of standard
	151 to 160 hours  =   0% of standard


All employees must be recommended by their managers to be considered for a Department Trainer role; the Manager, Employee Education & Development must approve all recommendations.

Approvals

I understand the standards outlined above and my responsibilities as a trainer within my department.

__________________________________
_____________________________
_________

Trainer’s Name (Printed)



Trainer’s Signature



Date

______________________________________
________________________________
__________

Trainer’s Direct Manager Name (Printed)

Manager’s Signature


Date

______________________________________
________________________________
__________

Manager, Employee Education & Development

Manager’s Signature


Date
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