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	Trainer / Facilitator

	Job Titles
	Trainer, Training Manager, Training Facilitator, Manager Trainer, Crew or Staff Trainer, Training Coordinator, Field Trainer, In-store Trainer, Department Trainer, Lead Trainer

	Description of Role
	A person who imparts knowledge in a one-on-one or group setting to improve individual or group current job skills and performance. These efforts are conducted to support the brand goals and objectives. Returns are measured through performance change.

	Competencies
	Behaviors

	Presentation Effectiveness
	· Is organized and prepared for training sessions

· Possesses a reasonable knowledge of subject matter

· Connects classroom content to participant’s job responsibilities 

· Demonstrates a participant-centered approach

· Provides an interactive learning experience and encourages learner involvement

· Presents in an interesting and understandable manner

· Displays a passion for training and a sincere interest in helping the participants improve their skills

· Uses a variety of resources to add value to the class (audio/visual, case studies, activities, handouts)

	Participant Management
	· Maintains focus on key training objectives

· Aware of different adult learning styles and adapts class to the individual participant’s needs

· Able to engage and motivate individuals 

· Uses group facilitation techniques to maintain a balanced environment (control dominating students, involve reticent learners) 

· Conveys ideas with poise, confidence, and enthusiasm

· Proficient use of presentation tools in order to avoid disruption in the learning experience

	Evaluation / Assessment
	· Conducts a training needs assessment prior to the class to ensure that the class content addresses the training objectives

· Learns about the participant’s individual strengths and challenges in order to adapt the class to their unique needs and interests

· Seeks confirmation that students are understanding the content throughout the class and makes adjustments to ensure a positive learning experience

· Conducts evaluations at the end of each class to monitor student response and uses the information to improve future classes

· Conducts formal evaluations on the job to determine if the training is having a positive effect on changing behavior in the workplace




Blueprint for Trainer Development:



   Competencies by Role
	Instructional Designer

	Job Titles
	Instructional Designer, Instructional Developer, Technical Writer, Instructional Specialist, Project Manager, Senior Project Manager, Project Specialist, Manager of Instructional Design, Manager of Education and Development, Instructional Design Assessment Specialist, Manager of Instructional Services, Coordinator of Instructional Programs

	Description of Role
	A person who develops and writes the methodology and delivery systems for presenting course content to ensure specific long terms goals are accomplished. It is an iterating process that requires ongoing evaluation and feedback. 

	Competencies
	Behaviors

	Technical Knowledge
	· Develops a working knowledge of all aspects of the operation and draws on the professional expertise of subject matter experts for course content development

· Possesses a thorough understanding of the business objectives, metrics and strategic plans of the organization

· Understands adult learning principles and how to apply them to curriculum

· Demonstrates an understanding of needs analysis and performance improvement processes

· Possesses key skills necessary from program development – computer literacy, technical-writing skills, editing/proofing skills

· Able to demonstrate the ROI value of a program in clear financial and business terms to key decision makers within the organization

	Program Design
	· Prioritizes projects based on company’s objectives and most important business needs

· Obtains input from various stakeholders prior to the development of new programs

· Utilizes project management techniques to ensure that development is on schedule and all resources are managed for maximum effectiveness

· Establishes clear training objectives prior to the development of a new program

· Pilot tests program to ensure that training needs and objectives are being met and design achieves desired results

· Manages all current training programs to ensure their accuracy and credibility

	Process Improvement
	· Constantly seeking input from a variety of stakeholders on changing business needs and develops training interventions that meet their needs

· Aligns training curriculum with company’s strategic goals and objectives

· Monitors training to ensure consistent delivery of current programs

· Formally conducts evaluation of programs to ensure their effectiveness.  

· Updates programs based on current standard operating procedures

· Responds in a timely manner with solutions to operational requests


	Manager

	Job Titles
	Training Manager, Human Resource Manager, Director of Training, Training Specialist, Regional Training or Human Resource Manager, Human Resource Generalist, Regional Field Trainer, Senior Trainer

	Description of Role
	A person responsible for supervising the training department, which may include the creation and delivery of training programs. A single person department may also fall into this category.

	Competencies
	Behaviors

	Operational Knowledge
	· Possesses a clear understanding of the organization’s structure.  

· Constantly reviews organizational design to identify adjustments that may lead to greater effectiveness

· Strong awareness of strategic objectives of the organization

· Identifies and select training interventions that address company’s goals and objectives

· Ensures that training programs are designed with a focus on company’s values / guiding principles

· Distinguishes between training solutions and operational roadblocks

	Project Management
	· Identifies corporate development needs based on strategic objectives and goals

· Prioritize training development based on a criteria of projects most likely to positively affect the business 

· Review projects based on a return on investment model, approving those that deliver positive value

· Coordinate efforts of developers to ensure that projects address training needs and are developed on time and within budget

· Coordinate workflow of designers / trainers to maximize team’s focus on key business objectives

· Frequently review training curriculum to ensure that the right programs are being delivered to address company’s changing needs

	Coaching and Development
	· Demonstrates an awareness of staff member’s strengths and challenges

· Consistently improves skill set of  instructional design team and trainers by offering constructive feedback

· Places a high value on the ongoing development of staff 

· Delegates challenging projects and tasks to appropriate team members

· Leads team through strategic planning process to identify specific goals and objectives for their areas

· Provides opportunity for team members to develop by encouraging attendance and conferences, supporting additional formal education or cross-training experiences


	Executive/Leader

	Job Titles
	Vice President of Training, Director of Training, Senior Director of Training, Vice President of Human Resources and Training, Chief Learning Officer, Vice President of Organizational Developments, Director of Leadership & Development, Chief People Officer, Chief Creative Officer

	Description of Roles
	A person that oversees and leads the training efforts of an entire organization; focusing on strategy development, organization effectiveness and resource allocation. Typically, this individual has a high level of business acumen, sits at the leadership table, and sometimes oversees other human resource roles.

	Competencies
	Behaviors

	Communication / Influence
	· Demonstrates the ability to motivate others through influence rather than formal authority

· Utilizes active listening skills and effective negotiation techniques when working with others to understand needs and develop solution options

· Develops strong working relationships with senior management and operations 

· Incorporates company mission, vision, and values into communication with others

· Viewed as the corporate expert on all aspects of training, ranging from executive coaching and development to crew level orientation

· Serves as a champion throughout the organization for the needs of the Training Department and its members 

	Business Acumen
	· Viewed as a leader within the organization for all matters pertaining to staff and leadership development

· Thoroughly understands the company’s strategic objectives, financial metrics, goals and objectives

· Able to help the company achieve its goals through the timely development of its personnel

· Recognizes the importance of succession planning and is viewed as an expert in this key area

· Skilled at developing business plans and proposals for training initiatives that demonstrate business results

· Utilizes sound business rationale and fiscal responsibility for all Training Department projects

	Strategic Planning
	· Has earned a “seat at the table” to assist in developing corporate plans

· Provides a strategic viewpoint on projects and tasks to inform others of the impact of various options

· Consistently delivers on promises and proactively demonstrates Training’s value to the organization

· Keeps senior management and operations updated on projects and key training initiatives

· Capable of synthesizing large amounts of data and bringing clarity to the results of training’s efforts

· Sought after for his/her expertise on the impact of training and development on company’s success
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