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LIBRARY TRAINING OFFICER








KIND OF WORK:  This work involves administering and coordinating training programs for all departments in the Mobile Public Library System.





DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for planning, organizing, coordinating and evaluating training programs in the library system.  The work is performed under the general supervision of the Human Resource Officer and performance is evaluated through conferences, reports and effectiveness of results.  No supervision is exercised over other employees.                





EXAMPLES OF WORK:  (Any one position may not include all of the duties listed nor do the listed examples include all tasks which may be found in positions of this class.)  Plans and administers training programs for the Mobile Public Library staff; prepares training materials and distributes informational brochures; conducts research to identify training needs and programs to address such needs; consults with management and employees as to program recommendations; schedules in-house training classes based upon available classrooms, equipment and instructors; evaluates training packages; monitors training costs and provides justification for expenditures; attends meetings, conferences and seminars to obtain training program information and materials; evaluates individual training program results and effectiveness; identifies available resources for providing external training classes; participates in the formulation of the training budget; submits reports both orally and in writing as required; performs related work as required.





ESSENTIAL REQUIREMENTS OF THE WORK:  Thorough knowledge of principles and techniques involved in the administration of training programs; ability to plan, organize and implement training programs; ability to evaluate training programs and make recommendations for improvement; ability to communicate effectively, both orally and in writing; ability to establish and to maintain effective working relationships with public officials, department heads, employees and the general public.





MINIMUM QUALIFICATION REQUIREMENTS:  Attainment of a minimum of a bachelor's degree from a recognized college or university in education, public administration, human resources management or closely related field, and a minimum of one year's experience in training administration; or a combination of education and experience equivalent to these requirements.








Adopted:	05/07/96                        	WTP:  1 year


                                          	Physical Group:  III


 





