Jurisdiction:  Schuyler County

Jurisdictional Class:  Competitive

Adopted:  March 1, 2004

STAFF DEVELOPMENT COORDINATOR

DISTINGUISHING FEATURES OF THE CLASS:

The work involves responsibility for coordinating and implementing a comprehensive training program to meet the needs of the staff in the Social Services Department.  The incumbent provides orientation, in-service training and contractor training for all department employees.  The work is performed under the general supervision of the Commissioner of Social Services in accordance with established staff development policies and objectives.  Does related work as required.

TYPICAL WORK ACTIVITIES:

Conducts and analyzes needs assessments to identify training and educational needs of the staff in Social Services;

Develops and coordinates training programs to meet these needs;

May conduct portions of a formalized training program, and develops a contract for services with outside trainers;

Makes arrangement for the physical facilities and equipment for training sessions as well as for traveling to other training locations;

Conducts orientation for new employees in the department;

Coordinates teleconferences including notification to staff, registration and evaluations;

Evaluates training programs arranged for staff by reviewing evaluation forms and auditing sessions;

Serves as liaison with State Bureau of Training and Workforce Development to select contractors, content and subject matter of training courses;

Maintains the department’s resource library and materials related to training programs and needs including manuals, books, video cassettes and related educational materials;

Designs, plans and presents workshops of local and regional interest cooperatively with other community agencies;

Maintains and distributes administrative directives and maintains manuals in an up-to-date condition;

Assigns passwords and access to Welfare Management System for all department staff;

Prepares agency annual training needs plan.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES, AND PERSONAL CHARACTERISTICS:

Good knowledge of the principles and practices of conducting a staff development program;

Working knowledge of the principles and practices of social casework;

Working knowledge of federal, State, and local social services laws and programs;

Ability to plan and develop training outlines;

Ability to coordinate training programs;

Ability to assess and identify training needs;

Ability to express oneself clearly and accurately both verbally and in writing;

Ability to write clear and accurate reports and records;

Ability to evaluate training programs and materials;

Ability to establish and maintain effective relationships with others;

Ability to operate a computer terminal, VCR and overhead projector;

Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS:

Graduation from a regionally accredited college or university or one accredited by the New York State Board of Regents to grant degrees with a Bachelor’s degree, and EITHER:

(A) Two years of social work experience in any agency adhering to acceptable standards; or

(B) Two years of experience in teaching or in planning, developing and conducting in-service training.
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