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Classification Specification
	

	
	2252200

	
	OCCUPATIONAL EDUCATION AND TRAINING COORDINATOR



Class Summary

The responsibilities of this classification include creating, designing, implementing and continually improving training programs. Responsibilities also include developing processes and programs to support training and education.

Distinguishing Characteristics

This is the second level within a four-level Occupational Education and Training classification series. This classification is distinguished from the Occupational Education and Training Administrator in that the incumbents design and develop curricula and programs, conduct “train the trainer” sessions, and participate in strategic planning. In contrast, the Occupational Education and Training Administrator is responsible for administering training programs and coordinating resources for assigned programs.

Examples of Duties (May vary by position)

Incumbents in this classification perform the functions of Level I, and the following duties: 

1. In consultation with employee, generate personal development plans and locate off-site educational opportunities for degree and non-degree programs.

2. Conduct training needs analysis to gather information and target training.

3. Plan, develop, coordinate, promote, implement and evaluate education and training programs.

4. Provide expert advice and counsel to internal customers regarding occupational education and training.

5. Provide advice, technical assistance and training to organizations on relevant occupational education and training issues.

6. Participate in the hiring and training of personnel.

7. Coordinate, schedule and document vendor training.

8. Coordinate management and skills training.
9. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Incumbents in this classification generally require the knowledge and skills of Level I, and:
Knowledge of techniques and strategies in conducting needs and task analysis
Knowledge of the construction of valid learning assessments
Knowledge of Total Quality Management principles
Problem-solving and analytical skills
Business math and statistics skills
Basic team-building skills
Conflict-resolution skills
Licensing, Certification and Other Requirements

May require a personal or commercial driver’s license with endorsements (some positions)

Appropriate state or federal licenses and certifications (some positions)
Additional licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Non-Exempt

	Levels within same series
	Occupational Education and Training Instructor, Coordinator, Program Administrator and Program Administrator Senior
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