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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-DPT OF HUMAN SVC CNTL OF

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

	
	Economic Stability Administration

	4. Civil Service Position Code Description
	10. Division

	HUMAN RESOURCES DEVELOPER-A
	Office of Workforce Development and Training (OWDT)

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

	Human Resources Developer 12 - Child Welfare Trainer 
	

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

	BREWER, SHAURE J; HUMAN RESOURCES MGR-2
	Child Welfare Training unit

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

	STUBBS, MEON S; STATE ADMINISTRATIVE MANAGER-1
	1048 PIERPONT STREET, SUITE 3; LANSING, MI 48911 / M-F; 8-5




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		An individual functioning in the position of an HRD 12 has the task of consulting, developing, and conducting trainings for OWDT.  The responsibilities of an HRD 12 involves all the functions outlined for that of an HRD 9-11 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 9-11 position.  This senior level worker possesses extensive knowledge as it relates to Child Welfare policy and procedures.  This individual utilizes extensive self-sufficient functioning skills, organizational skills and the ability to effectively interact with others.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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

	Conduct and deliver training sessions and seminars as assigned. 

	Individual tasks related to the duty:
	
	

	· Select and organize training materials (i.e. local office assignments, handbooks, and reference guides, etc…).
· Train 9/12-week pre-service OWDT (Private Agency Foster Care).
· Train 40 hour program specific curriculum (Foster Care Supervisor).
· Train specialized topics (i.e. Substance Abuse, Report Writing, Early Childhood Development). 
· Responsible for class monitoring and participant attendance.
· Evaluate efficiency of training by administering competency-based testing.
· Conduct research and provide training assessments in order to enhance professional development.
· Assure training presentations and information meets current federal standards and guidelines. 
· Instruct private agency training personnel on the principles and techniques of training.
· Evaluate training materials for efficiency.
· Restructure training materials to reflect modification.

	Duty 2

	General Summary:
	Percentage:
	25

	Develop partnerships with private agencies and implement special training initiatives. 

	Individual tasks related to the duty:
	
	

	· Lead and primary trainer liaison for private agencies.
· Provide daily/weekly scheduling to private agency trainer(s).
· Coordinate partnership meetings.
· Develop and provide updated training materials (i.e. lesson plans, handbooks, resource guides, evaluations, etc…).
· Provide Communication Issuances and any current information from the state level that would impact training content.
· Facilitate train-the-trainer with private agency.
· Conduct periodic class observations.
· Assess private agency trainer issues and related matters. 
· Evaluate effectiveness of training presentations.
· Analyze training methods for incorporation into materials.
· Provide recommendations to establish efficient partnerships between public and private sectors. 
· Provide recommendations regarding training strategies.
· Review and assure adherence to OWDT standards and federal guidelines. 

	Duty 3

	General Summary:
	Percentage:
	5

	Develop and modify lesson plans in order to correspond with principles of OWDT and federal guidelines. 

	Individual tasks related to the duty:
	
	

	· Develop lesson plan for “Time Management Training”.
· Develop advanced in-service training for specialized topics (i.e. ICWA, CPS Report Writing, Advanced Interviewing, etc.)
· Provide course descriptions for advanced in-service special topics training.
· Research and gather information from policy to correspond with lesson plans. 
· Review trainee instructional handbook for necessary updates.
· Modify materials in trainee handbook as needed.
· Assure training exercises and visual aids are current and consistent with lesson plans.  
· Collaborate with external training personnel regarding training materials for specialized topics (i.e. Children Trauma). 
· Collaborate with curriculum development team regarding competency-based assessment tools









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

	
		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 trainees to gain information necessary for them carry out the daily roles and responsibilities of their job.
· Decisions are made regarding training techniques.  This involves creating and nurturing an effective learning environment based on the audience in order to bring about successful training sessions.
· Decisions are made regarding training preparation. This involves gathering essential training equipment, supplies, and multimedia visual aids to conduct training sessions.
· The ability to decide on the information which is disseminated to private agency trainers in order to assure comprehension and the ability to successfully conduct training sessions.
· Decisions are made regarding evaluation and modification to training content and its capacity to correspondence with current policy and procedures.
· The decision to make modifications to training practices as a result of training assessment tools (i.e examinations, evaluations) in order to establish an efficient learning experience. visual aids. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		· Notification regarding selection of Private Agency Trainer(s).
· Notification regarding issues or problems regarding Private Agency Trainer(s).
· Modifications and addendums to training lesson plans. 
· Approval of training assessment tools.
· Approval of training needs as it relates to travel and purchase of equipment/supplies.
· Training schedules and locations. 
· Inquiries regarding department policies and procedures.
· Approval of attending external specialized training sessions.
· Approval to develop potential in-service trainings on various specialized topics.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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                                         Conditions/Hazards                                    Frequency
1.  Transporting materials                               Conditions vary depending on weather        Daily
                                                                        (i.e. icy roads, severe rain)     
2.  Standing, walking                                                                                                            Daily
3.  Sitting                                                         Exposure to cool/hot temperatures              Daily
4.  Lifting, bending, carrying                            Heavy equipment/supplies                           Daily






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		An individual functioning in the position of an HRD 12 has the task of consulting, developing, and conducting trainings for OWDT.  The responsibilities of an HRD 12 involves all the functions outlined for that of an HRD 9-11 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 9-11 position.  This senior level worker possesses extensive knowledge as it relates to Child Welfare policy and procedures.  This individual utilizes extensive self-sufficient functioning skills, organizational skills and the ability to effectively interact with others. 






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		Requesting to remove STP designation off the Human Resources Developer-A (12).  Additionally, selected incumbent meets the current Selective Position Requirement.  Overall function and responsibilities of the position remain the same. 






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		Develop and deliver Child Welfare training for MDHHS and private agency child welfare staff.  The position requires the ability to work independently on a day-to-day basis as well as delivering training in locations around the state.  






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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.
Selective position requirement:  Two or more years of experience in the delivery of one or more of the child welfare program areas:  Children's Protective Services, Foster Care, Prevention, Juvenile Justice, or Adoption




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		As listed on the Civil Service job specification
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.



	

	
		SHAURE BREWER



	
		9/2/2025



	

	
	
	
	
	

	
		Supervisor



	
		Date



	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
		TO BE FILLED OUT BY APPOINTING AUTHORITY



	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	

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



	

	
	
	

	
		None



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



