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JOB DESCRIPTION




	Job Title:  Training Coordinator
	Job Code: JN1255

	Department:  Human Resources
	Date Created:  August 2001

	Grade:  J17
	Revision Date:  December 2003

	Summary:  Coordinates internal and external employee training ensuring the training budget is utilized effectively.  Administers the tuition reimbursement program.  

	Principal Responsibilities:

· Manages the Jeppesen Denver training and tuition reimbursement budgets tracking expenses and ensuring the budgets are utilized effectively.

· Coordinates internal employee training, including researching and selecting internal and/or external providers, enrolling participants and ensuring appropriate room reservations and set ups are made.

· Coordinates external employee training, including enrolling participants in individual training programs, working with outside vendors to arrange for group classes and ensuring expenses are billed correctly.

· Administers the Jeppesen Denver tuition reimbursement program.

· Manages the Human Resources training database and employee training files.

· Coordinates New Supervisor Orientation, Learn at Lunch, Management Forum, and Education Fairs.  

· Oversees the Human Resources training library.
· Acts as focal with Boeing to coordinate Boeing required training for Jeppesen employees.

· Facilitates training programs as needed.
· Performs other duties as required.

	Reports to:  Manager, Organizational Development & Training

	Supervisor Responsibilities:   None

	Education/Experience Requirements:

· Bachelor’s degree or the equivalent combination of education and experience.

· Minimum of three (3) years experience training and/ or human resources experience.

· Minimum of one (1) year experience facilitating training programs and/or group meetings.

	Competencies: 
(1) Action Oriented, (2) Dealing with Ambiguity, (3) Approachability, (10) Composure, (14) Creativity, (15) Customer Focus, (16) Timely Decision Making, (67) Written Communications, (52) Process Management, (50) Priority Setting, (49) Presentation Skills.


	Travel: Less than 15%

	Environment: Office

	Physical Requirements: Standing, Sitting, Hearing, Seeing and Speaking, Repetitive Motion:  N/A Lifting: no


Note:  The statements contained herein are intended to describe the general nature and level of work being performed by employees assigned to this job.  Employees may be required to perform any other job-related duties as requested by their supervisor.
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