POSITION TITLE: Staff Development Specialist

CLASSIFICATION: Exempt

DEPARTMENT: Human Resources

SUPERVISOR: Director of Human Resources
LOCATION: Bishop

SALARY: E3 $60,216.00 to $84,302.40 annually

Position Summary:
Under general supervision of the Director of Human Resources, the Staff Development

Specialist conducts trainings, development needs analyses and assessments on organizational
and/or individual basis, develops and implements specified training and development
programs and initiatives to meet assessed needs. Maintains confidentiality of all privileged
information.

This list of duties and responsibilities is illustrative only of the duties performed by this
position and is not all-inclusive. Each classification may not be assigned all duties listed, nor
do the examples cover all duties which may be assigned.

Essential Duties & Responsibilities:

Establishes, implements and communicates goals, objectives, policies and procedures for
the implementation and operation of training & development services according to the
needs of the organization.

Works closely with supervisory staff in all training needs.

Coordinates all in-service and orientation training for staff.

Conducts individual, group, and organization-based trainings.

Development needs analyses and assessments.

Based on assessed need: plans, develops, and delivers and/or coordinates the delivery of
individual and/or group training and instructional programs, encompassing a wide range of
technical, operational, management, and/or other skills areas.

Develops or oversees the development of culturally appropriate training curricula;
formulates or reviews training outlines, and determines appropriate instructional
methodologies and formats; evaluates and recommends incorporation of vendor
programs, as appropriate to meet overall training goals and objectives.

Designs and conducts new employee orientation.
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Oversees and coordinates the development and preparation of teaching and visual aids,
instructional materials, computer tutorials, and reference materials appropriate to specific
program objectives.

Coordinates, facilitates, and/or conducts specified development activities, such as planning
retreats, team building programs, or organization analyses.

Evaluates effectiveness of training and development programs and utilizes relevant
evaluation data to revise or recommend changes in instructional objectives and methods.
Provides guidance and leadership to contracted instructors and/or external training and
development consultants, in accordance with specified program objectives; participates in
the sourcing, selection, and evaluation of contracted instructors and consultants, as
appropriate and approved by the Director of Human Resources.

Coordinates work flow and administrative activities necessary to deliver and document
programs and activities.

Provides input and assists in the planning, assessment, and implementation of
organizational goals and objectives, in line with overall human resources goals and
objectives for each location.

Keeps abreast of new technologies and principles by conducting research, attending
seminars, educational workshops, classes and conferences; reviewing professional
publications; establishing networks; participating in professional societies; conferring with
representatives of contracting agencies and related organizations.

Maintains confidentiality of all privileged information.

Performs other duties as required.

Minimum Qualifications:

Bachelor's degree in Business Administration, Human Resources, Organizational Development
or related field and three years training and development work experience; or any equivalent
combination of education and experience that could likely provide the required knowledge,
skills and abilities to perform the duties of the position. Shall possess and maintain a valid
California Class C drivers’ license, and qualify for employer insurability, throughout the course
of employment. Must successfully pass a pre-employment drug screen and background
investigation.

Knowledge, Skills and Abilities:

Knowledge and understanding of adult learning principles, and of a wide range of training
methods, techniques, and formats.

Knowledge of organization development principles and processes, methods, and
techniques.

Knowledge of curriculum development and preparation procedures.

Knowledge of department organization, functions, objectives, policies and procedures.
Knowledge of customer service standards and procedures.

Skill in preparing, reviewing, and analyzing operational needs.
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Strong interpersonal and communication skills and the ability to work effectively with a
wide range of constituencies in a diverse community.

Skill in organizing resources and establishing priorities.

Skills in facilitating and leading strategic planning and organizational development
interventions.

Skill in operating business computers and office machines, including in a Windows
environment, specifically Word, Excel, Access, and presentation software (such as
PowerPoint, etc.).

Skill in operating projectors and other devices to deliver training presentations.

Proven presentation and facilitation skills.

Ability to determine training objectives.

Ability to exercise independent judgment.

Ability to interpret and assess training and development needs and to develop appropriate
and creative responses.

Ability to design, develop, implement, and evaluate training plans, curricula, and
methodology.

Ability to establish, interact, and maintain good working relationships with individuals of
varying social and cultural backgrounds.

Ability to interpret applicable tribal, federal, state, county and local laws, regulations, and
requirements.

Ability to maintain confidentiality.

Ability to work independently and meet strict time lines.

Ability to communicate efficiently and effectively both verbally and in writing.

Ability to communicate with all levels of management and employees.

Physical Demands:
While performing the duties of this job, the employee regularly is required to sit; use hands to

finger, handle, or feel; reach with hands and arms; and talk or hear. The employee
occasionally is required to stand for extended periods; and walk. The employee must
occasionally lift and/or move up to 25 pounds.

Work Environment:

Work is generally performed in an office setting with a moderate noise level. Evening and/or
weekend work may be required. Extended hours and irregular shifts may be required. There
is frequent interaction with the public and employees. Travel will be required.

Native American Indian Preference:

Native American Indian preference shall apply to all positions at OVCDC pursuant to the
Indian Self-Determination and Education Assistance Act (24 USC 450, et. seq.), 25 CFR
271.44, applicable Tribal Employment Rights Ordinances, and other relevant laws.
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