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			This position description serves as the official classification document of record for this position. Please complete the information as accurately as you can as the position description is used to determine the proper classification of the position.




	

		2. Employee's Name (Last, First, M.I.)
	8. Department/Agency

	
	MDHHS-COM HEALTH CENTRAL OFF

	3. Employee Identification Number
	9. Bureau (Institution, Board, or Commission)

	
	

	4. Civil Service Position Code Description
	10. Division

	Human Resources Developer-A
	Office of Culture, Community, Education, and Leadership (CCEL)

	5. Working Title (What the agency calls the position)
	11. Section

	Senior Leadership Development Trainer
	Leadership Development Section

	6. Name and Position Code Description of Direct Supervisor
	12. Unit

	WASHBURN, ERIC G; HUMAN RESOURCES MGR-2
	

	7. Name and Position Code Description of Second Level Supervisor
	13. Work Location (City and Address)/Hours of Work

	SURRATT, DANIEL; STATE ADMINISTRATIVE MANAGER-1
	TBD / Monday - Friday; 8am to 5pm




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position serves as a Senior Leadership Development Trainer responsible for leadership development training for all levels of staff and non-standardized programs/training topics.  This position is responsible for implementation of general leadership training for newly hired/promoted supervisors, and for ongoing in-service training for supervisors, managers, and first-line staff. This position will also be responsible for engaging in analysis, design, development and evaluation activities related to leadership development training for both first line staff and management. The responsibilities of an HRD 12 involves all the functions outlined for that of an HRD 9-P11, in addition to overseeing work assignments in far greater complexity than others assigned at this level. These duties require individuals to plan and implement comprehensive training sessions, seminars, and collaborate with public and private sectors beyond the realm of an individual serving in the HRD 9-P11 position. This senior level developer possesses extensive knowledge as it relates to leadership development. This individual utilizes extensive self-sufficient functioning skills, organizational skills and the ability to effectively interact with others. This position carries out duties in accordance with CCEL’s commitment to diversity, equity, and inclusion.




	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			15. Please describe the assigned duties, percent of time spent performing each duty, and what is done to complete each duty.

List the duties from most important to least important. The total percentage of all duties performed must equal 100 percent.




	
			Duty 1

	General Summary:
	Percentage:
	50

	Designs, conducts, and delivers leadership training sessions and seminars for non-standardized programs/training topics.

	Individual tasks related to the duty:
	
	

	· Train various leadership portions of the New Supervisor Institute.
· Train specialized leadership topics.
· Train other programs as needed in areas of operational need that may result in providing training consultation or recommendations to best practices, and realignment and assurance of departmental goals, policies, and/or federal guidelines.
· Assesses effectiveness and examines efficiency of training by administering competency-based testing/training (CBT).
· Conduct research and provide training assessments in order to enhance professional development.
· Ensure training presentations and information meets current state and federal standards and guidelines as well as aligns with department goals.
· Responsible for class monitoring, participant attendance and evaluation of trainee competence.
· Examine and evaluate training materials for efficiency.
· Review and assure adherence to MDHHS Policy, and Federal guidelines.
· Analyze information obtained from level 1 & level 3 Evaluations.
· Analyze programs, policy conflicts or inconsistencies, evaluate alternative strategies, and recommend policy resolution.
· Attend NSI team meetings to review procedure and recommend changes as appropriate.
· Facilitate small group work and exercises to help trainees improve job performance by applying the training concepts to their job duties.
· Obtain feedback from multiple entities involved in the training and design phase, navigate conflicting feedback to ensure final resolution for successful training delivery. 
· Collaborate with partners and stakeholders involved in the training design phase and provide recommendations to obtain support for the most effective and efficient delivery methodology.
· Select and organize training materials (i.e. on-the-job training assignments, handbooks, references, guides and job aides).
· Utilize the Learning Management System to document course information and trainee performance and completion records.
· Maintain leadership development resources on the CCEL Leadership Development Division’s Sharepoint.

	Duty 2

	General Summary:
	Percentage:
	30

	Provides consultation to internal and external partners to develop and deliver leadership training.

	Individual tasks related to the duty:
	
	

	· Lead various initiatives directed to provide leadership support by way of facilitation and consultation.
· Provide consultation to supervisors and managers throughout the MDHHS to identify operational problems or needs.
· Design and develop new leadership trainings. Design and develop changes to existing supervisory trainings to keep the material current, as needed.
· Review current information and research to expand knowledge and understanding of various leadership concepts and models. 
· Review and gather current information and research to use in the design and development of various leadership trainings.
· Coordinate and collaborate with other leadership trainers to design and develop new leadership training products.
· Collaborate with partners and stakeholders to deliver services and performance support in multiple program areas.
· Build and maintain effective working relationships with various work areas within MDHHS.

	Duty 3

	General Summary:
	Percentage:
	20

	Lead Special Projects, Teaming, Collaboration, and Communication.

	Individual tasks related to the duty:
	
	

	· Deliver training or other developmental opportunities within leadership as a result of legislative or organizational emphasis.
· Prepare communications and provide technical assistance in response to inquiries from program offices, other bureaus/offices in the Department, client advocacy groups, local office staff and the general public.
· Serve as a liaison and CCEL representative to inter/intra-departmental committees and workgroups.
· Provide CCEL representation and training consultation for ongoing MDHHS initiatives. Provide recommendations to establish efficient partnerships between public and private sectors.
· Other duties as assigned.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

	
		16. Describe the types of decisions made independently in this position and tell who or what is affected by those decisions. 




	
	

		· Decisions are made regarding training agenda and content. This decision impacts the capacity for learners to gain information necessary to perform the essential functions of their job effectively.
· Decisions are made regarding training methods, resources and techniques. This decision impacts learner safety and the ability of learners to understand and apply the new knowledge/skill.
· Decisions are made regarding training preparation. This involves gathering essential training equipment, supplies and multimedia visual aids. Preparation impacts the effectiveness of training delivery
· Decisions are made regarding role on CCEL Office projects and action teams. Different areas of worklife for MDHHS employees are impacted by the decisions made on these teams.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

	
		17. Describe the types of decisions that require the supervisor's review. 




	
	

		Modifications and addendums to training lesson plans as well as approval of assessment tools. Approval of training needs as it relates to travel and purchase of equipment/supplies. Additionally, supervisor review is required for training schedules and locations; inquiries regarding department policies and procedures; approval for attending external specialized training sessions; approval to develop potential in-service trainings on various specialized topics and approval to develop and present specialized trainings requested by external partners.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		18. What kind of physical effort is used to perform this job? What environmental conditions in this position physically exposed to on the job? Indicate the amount of time and intensity of each activity and condition. Refer to instructions.




	
	

		There is traveling required to various training locations along with the physical demands of transporting great quantities of supplies and equipment. The troubleshooting or hardware, software, and other equipment necessitate an ability to access the floor for electrical outlets and data ports.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			19. List the names and position code descriptions of each classified employee whom this position immediately supervises or oversees on a full-time, on-going basis.




	
	
	

		Additional Subordinates



	

	
	
	

	
		



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
			20. This position's responsibilities for the above-listed employees includes the following (check as many as apply):




	
	
	
	
	
	
	
	
	

	
		N



	
		Complete and sign service ratings.



	
		N



	
		Assign work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		N



	
		Provide formal written counseling.



	
		N



	
		Approve work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
		N



	
	
	

	
		N



	
		Approve leave requests.



	
	
	
		Review work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		N



	
		Approve time and attendance.



	
		N



	
		Provide guidance on work methods.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		N



	
		Orally reprimand.



	
		N



	
		Train employees in the work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
			22. Do you agree with the responses for items 1 through 20? If not, which items do you disagree with and why?




	
	

	
		Yes






	

	
	
	
	
	
	
	
	
	
	
	

	
			23. What are the essential functions of this position?




	
	

	
		This position serves as a Leadership Development trainer responsible for training supervisors through the New Supervisor Institute as well as additional positions across MDHHS in the areas of leadership. This position is responsible for implementation of job functional training as well as engaging in analysis, design, development and evaluation activities related to leadership development training for both first line staff and management.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
			24. Indicate specifically how the position's duties and responsibilities have changed since the position was last reviewed.




	
	

	
		New Position






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			25. What is the function of the work area and how does this position fit into that function?




	
	

	
		The Office of Culture, Community, Education, and Leadership provides statewide training to department and Private Agency employees in Child Welfare, Public Assistance, Adult Services, Leadership Development and other programs. This position delivers Leadership Development Training to all levels of staff.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			26. What are the minimum education and experience qualifications needed to perform the essential functions of this position.



	

	
	
	
	
	
	
	

		EDUCATION:



	
	
	
	
	

	
	
	
	
	
	
	

		Possession of a bachelor’s degree in any major.





	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		Human Resources Developer 12
Three years of professional experience in planning, developing, conducting, or evaluating staff development, training, or other programs equivalent to a Human Resources Developer, including one year equivalent to a Human Resources Developer P11.

Alternate Education and Experience

Human Resources Developer 9 - 12
Educational level typically acquired through completion of high school and the equivalent of at least two years of full-time active-duty experience at or above the E-6 level in the uniformed services may be substituted for the education requirement.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		As listed on the Civil Service job specification. In addition:
Knowledge of leadership development methodologies.
Knowledge of Department program requirements, systems requirements, competency expectations, and adult learning principles. 
Ability to use technology and various software in the delivery of training.
Effective Written and Verbal Communication Skills.
Ability to develop and lead team projects.
Ability to gather and analyze data and make recommendations for changes to training content and delivery based on analysis.

The MDHHS mission is to provide opportunities, services, and programs that promote a healthy, safe, and stable environment for residents to be self-sufficient. We are committed to ensuring a diverse workforce and a work environment whereby all employees are treated with dignity, respect and fairness.




	
	
	
	
	
	
	

		CERTIFICATES, LICENSES, REGISTRATIONS:



	
	
	

	
	
	
	
	
	
	

		None




	
	
	
	
	
	
	

	
		NOTE: Civil Service approval does not constitute agreement with or acceptance of the desired qualifications of this position.



	
	

	
	
	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
		
	
	
	
	

	
		I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.



	

	
		



	
		



	

	
	
	
	
	

	
		Supervisor



	
		Date



	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
		TO BE FILLED OUT BY APPOINTING AUTHORITY



	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	

	
		Indicate any exceptions or additions to the statements of employee or supervisors.



	

	
	
	

	
		N/A



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

	
		I certify that the entries on these pages are accurate and complete.



	

	
	
	
	
	

	
		



	
		7/23/2026



	

	
	
	
	
	

	
		Appointing Authority



	
		Date



	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

	
		I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.



	

	
		



	
	
	

	
	
	
		



	

	
	
	
	
	

	
	
	
	
	

	
		Employee



	
	
	

	
	
	
		Date



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



