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		POSITION DESCRIPTION



	
	
	

	
	
	
	
	
	
	
	



	

	
	
	
	
	

	
	
			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-DPT OF HUMAN SVC CNTL OF

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

	
	Policy, Planning, and Organizational Services

	4. Civil Service Position Code Description
	10. Division

	HUMAN RESOURCES 9 – P11
	Workforce Development & Training

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

	Training Developer
	Training Development and Logistics

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

	AHMAD, CINDY; HUMAN RESOURCES MGR-2
	Training Development

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

	SCHNEIDER, LAURA A; STATE ADMINISTRATIVE MANAGER-1
	Lansing / Detroit / 8a - 5p




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		· The Training Developer position serves as a developer who can analyze training needs, design, develop and evaluate training curriculum to support the vision and mission of MDHHS. This position develops training and staff development opportunities to meet Department, state and federal mandates while applying adult learning theories to promote the transfer of learning. This position works with subject matter experts to develop curriculum to support the necessary knowledge, skills, and competencies for job functions across MDHHS and private child placing and adoption agencies including child welfare, public assistance, adult services, and other program areas, especially for statewide training for unique pilots involving other state of MI departments.The training developer will create curriculum for instructor-led training, computer-based training, job aids and other supports for new and experienced staff to build competence in their job. This position also assists with the delivery and implementation of pilots for training and “train the trainer” programs. 



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	70

	Analyze training needs, design, develop and evaluate training curriculum.

	Individual tasks related to the duty:
	
	

	· Partner with internal and external stakeholders to identify training needs and create relevant training content
· Conduct field research, job shadowing, collaborate with subject matter experts, facilitate focus groups, and conduct other research as needed 
· Identify learning objectives and develop content that supports them
· Write instructor-led training, computer-based training, job aids and other supportive materials using OWDT authoring tools, templates, and ADDIE process flows
· Apply industry-standard instructional design theories, practice, and methods
·  Develop engaging learning activities and compelling course content that enhances retention and transfer of learning
· Create supporting material/graphic designs/media (storyboards, audio, video, simulations, role plays, games etc.)
· Pilot new training initiatives
· Initiates discussion with program directors, managers, and local office staff resulting in release notes or new trainings using ADDIE model and adult learning theory techniques for development
· Manage development feedback from multiple sources (more than 25 field/policy/program specialists/managers) during design phase
· Create and offer special training opportunities for statewide initiatives
· Utilize multiple training modalities for engagement with graphics to promote diversity, equity, and inclusion
· Analyzes, designs, and develops training with specific program objectives and performance measures on complex issues, including computer system issues that requires the use of subject matter experts, join application design, and specific training software (such as Articulate, Articulate Storyline, etc.)

	Duty 2

	General Summary:
	Percentage:
	20

	Implement training.

	Individual tasks related to the duty:
	
	

	· Deliver instructor-led training throughout the state in-person or via the use of technology (webinar, TEAMs, phone conference, etc.)
· Facilitate discussion to assist trainees in understanding training content
· Facilitate small group work and experiential exercises to improve trainee job preparation and performance
· Emphasize learning objectives throughout training delivery
· Set up classroom appropriately and provide a positive learning environment
· Speak clearly to illustrate and clarify subject matter
· Demonstrate adequate knowledge of subject matter necessary to present content of training in an organized and professional manner
· Encourage information sharing, questions, class participation and discussion
· Maintain appropriate eye contact and provides coaching and feedback to trainees
· Enforce classroom rules with trainees, including start and end times, lunch and breaks, participation, attendance, etc.
· Administer evaluations
· Utilize Race Equity development tool with partners to promote equity within training products
· Provides professional development opportunities using additional modalities to others sharing their expertise

	Duty 3

	General Summary:
	Percentage:
	10

	Administrative, logistical, and other 

	Individual tasks related to the duty:
	
	

	· Positively represent OWDT at meetings; participate on teams and workgroups
· Coordinate with OWDT staff to assure consistent messaging and delivery of products and services
· Use the OWDT learning management system
· Follow published OWDT business processes
· Complete other work as assigned.
·  Research and share advanced practices in training development and offers additional services of their expertise for consultation to others









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Decisions regarding training content, materials, and methods necessary to promote learning and achieve training objectives are made independently. Developers make independent decision about the authoring tools best suited for the project. These decisions affect the trainees, as well as the overall effectiveness of our workforce.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Decisions to purchase materials, software or hardware require supervisory approval. Supervisor review and approval is required at identified points through the ADDIE process flow to assure work efforts are aligned at critical points throughout the project. A decision to reject fulfilling a training request must be approved by the supervisor.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Physical Activities: Standing, sitting, stooping, kneeling, crouching, stretching, reaching, lifting, carrying, walking, and bending. Long periods working on a computer.
 
Environmental Conditions: Periodic exposure to cold, heat, inclement weather, driving long distances, working in a mobile environment.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		Essential duties can change as the work environment changes. Duties include attending meetings, conducting research, using the computer to design and develop training, traveling to deliver training, administering evaluation, reviewing, and acting upon evaluation summary results.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
			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?




	
	

	
		OWDT develops and delivers high quality, specialized training to assist MDHHS staff to complete their job responsibilities in a competent and professional manner. This position will become part of the team responsible for analyzing training needs, designing, developing, delivering, and evaluating training for this large and varied audience.







	

	
	
	
	
	
	
	
	
	
	
	

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



	

	
	
	
	
	
	
	

		







	
	
	
	
	

	
	
	
	
	
	
	

		Possession of a bachelor’s degree in any major.
Preferred degree in instructional design or other subject matter relevant to analysis, design, or development of training.






	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		Human Resources Developer 9 
No specific type or amount is required. 

Human Resources Developer 10 
One year of professional experience in planning, developing, conducting, or evaluating staff development, training, or other programs equivalent to a Human Resources Developer. 

Human Resources Developer P11 
Two 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 10.





	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:
As required by Civil Service



	
	
	
	

	
	
	
	
	
	
	

		Ability to quickly learn new software packages using online tutorials and self-paced leaning activities
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 required. 
Certifications from an industry leader (Bob Pike, Langevin, and ATD) in instructional design preferred.




	
	
	
	
	
	
	

	
		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.



	

	
	
	
	
	

	
		



	
		



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



