STATE OF NEBRASKA CLASS SPECIFICATION EST: 01/01 - REV: 05/13
TRAINING AND DEVELOPMENT MANAGER CLASS CODE: V11125

DESCRIPTION: Under administrative direction, manages a comprehensive agency-wide or a broader
training and employee development program, which involves planning, directing, implementing, and
evaluating an agency’s training and employee development function or state government-wide program,
establishing and monitoring goals and performance standards for employee/client training and staff/career
development programs, supervising training and employee development staff, and managing assigned
training operations and facilities; performs related work as assigned.

DISTINGUISHING CHARACTERISTICS: (A position is assigned to this class based on the scope
and level of work performed as outlined below.)

This is the fifth and final level in the Training series (Training Instructor, Training Specialist I, Training
Specialist 11, Training Coordinator, and Training and Development Manager). All positions assigned to
this class primarily focus on management of training and development programs and associated activities.
This class is distinguished from the Training Coordinator class by emphasis on agency-wide or state-wide
programming which encompasses a large size, geographic dispersion of audience, varied training
programs, and continuous development of new training programs/initiatives. Training is provided in an
established training academy setting, and/or for localities or outside entities for accreditation or
certification purposes, and/or for a State government system-wide, multiple agency comprehensive
employee and leadership training and development program.

EXAMPLES OF WORK: (A position may not be assigned all of the duties listed, nor do the listed
examples include all the duties that may be assigned.)

Plans and directs implementation of an agency or a system-wide, multiple agency training and
development program through organizational and workforce needs analyses, management consultations,
and program evaluations; develops specific program initiatives and resources to address multiple and
diverse needs.

Consults with management and develops training and development programs to alleviate employee and
organizational performance deficiencies, to implement new agency or system-wide initiatives, and to
facilitate implementation of new governmental legislation or regulations, improved job efficiency, and
enhanced supervisory and managerial skills.

Establishes and monitors goals and performance standards achievement for training and employee
development program; determines and institutes appropriate program changes; prepares program activity
and performance reports.

Determines staffing, materiel, and technology needs, and develops and administers the training and
development budget. Prepares and submits federal training grant or other funding resource proposals.

Develops and administers the program’s annual training and development plan in accord with
management expectations and established goals and performance standards.

Selects and supervises assigned training and employee development staff and designated instructors and
trains them in the principles and techniques of adult education.
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V11125 - TRAINING AND DEVELOPMENT MANAGER (continued)

Negotiates, administers and evaluates contracts for the delivery of training services by consultants and
other educational organizations and for the use of instructional facilities and multi-media systems.

Develops and designs new training courses and employee development programs; may instruct course
content for these programs as a backup instructor.

Develops and implements innovative marketing techniques for assigned training and employee
development programs; promotes use of on-line instructional coursework and automated business
processes.

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED: (These are needed to perform the work
assigned.)

Knowledge of: adult training and development principles and practices; employee development programs,
program management, curriculum development, and training evaluation techniques, and multimedia
instruction performance assessment and analysis processes; learning theories and techniques used in the
field of adult instruction; practices and principles of supervision and management.

Ability to: conduct formal program assessments to determine agency, workforce, and individual training
needs and develop learning opportunities to address these needs; assess learning achievement and
competency demonstration; develop individual and comprehensive learning-development programs;
evaluate effectiveness of individual training courses and initiate or recommend course changes based on
the evaluation; present training courses or information; understand and apply existing training directives;
operate audio-visual and other presentation equipment and computer software and hardware to present
training and instruction; communicate with others in person and by electronic means and correspondence;
establish rapport and maintain work relationships with others; facilitate group processes; market training
and development programs; develop and manage training budgets and prepare training grant and other
revenue generating proposals; develop strategic plans; supervise the work of assigned staff.

MINIMUM QUALIFICATIONS: (Applicants will be screened for possession of these qualifications.
Applicants who need accommodation in the selection process should request this in advance.)

Five years of experience planning, developing, conducting, and evaluating programs or courses related to
training, employee development, or education, and experience leading or coordinating a staff training and
development program. Bachelor’s degree or other post high school coursework in education, human
resources, organizational communication, training and development, or a related field may substitute for
the required experience on a year-for-year basis.

SPECIAL NOTES:

Specific positions may require previous specific experience in a field related to the employing agency,
and/or may require a professional license or certification.

State agencies are responsible to evaluate each of their positions to determine their individual overtime
eligibility status as required by the Fair Labor Standards Act (FLSA).
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