
 

Job Title:    Training Manager  
Department/Location:    Human Resources 
Reports To:     Director, Talent Management   
Exemption Status:    Exempt 
Date Reviewed:   August 2020 

SUMMARY:   The Training Manager will lead the organization’s efforts in all aspects of Training as well as 
support organization-wide talent processes. This position will lead the design, delivery and implementation 
of solutions that build capabilities and improve team and individual performance to help drive business 
results. This position will diagnose opportunities for improvement and create programs to meet those goals. 
 
The Training Manager will be a self-starter, proven leader, diligent project manager, communicator, and 
problem solver with strong analytical skills.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include, but are not limited to, the following:  

 Meet with senior leaders and supervisors to gain a detailed understanding of the required 
competencies and then create, implement and oversee programs that increase efficiency, 
strengthen team member knowledge and abilities, improve leadership and maintain the overall 
health of the company. 

 Work with the Operations and Continuous Improvement teams to develop job specific skills 
training required for each job and cross training within work teams and develop assessments, as 
appropriate, to measure success 

 Develop learning activities, audio-visual materials, instructor guides and lesson plans, review 
evaluations of training courses, objectives and accomplishments. Make assessments of 
effectiveness of training in terms of team member accomplishments and performance. 

 Identify future training needs, research opportunities to enhance training and create programs to 
facilitate training and provide value to team members and leaders. 

 Continually research methods and techniques in workplace training and remain up-to-date on 
developments within the industry and competitors. 

 Oversee execution of classroom, virtual, and hands-on training activities. 

 Develop targeted training programs for leaders, managers, supervisors and leads 

 
SUPERVISORY RESPONSIBILITIES 
This position will be an independent contributor and will not have supervisory responsibility. 
 
EDUCATION and/or EXPERIENCE  

 Required 
o Bachelor’s Degree in Business, Communications, Human Resources or a related field 
o 5 years of experience in training design and facilitation 
o Strong communication skills, both verbal and written 
o Ambitious, organized, highly efficient and ability to multi-task with minimal supervision 
o Excellent time management skills - ability to prioritize, meet project timelines, deadlines, 

and deliverables with independence 
o Creative and Innovative thinker  
o Strong skills in Excel and PowerPoint 
o Proficiency in tools for creating trainings and video editing such as but not limited to 

Articulate 360, Vyond, Wondershare, Vimeo, etc. 
o Proficiency with Microsoft Office programs 

   

 Preferred 
o Previous experience with Insights Discovery, Birkman, StrengthsFinder, MBTI, or other 

teams and personality tools   


