COLLEGE OF CENTRAL FLORIDA
JOB DESCRIPTION

JOB TITLE:
TRAINING SPECIALIST
PAY GRADE:
P-8
OVERTIME STATUS:
NON-EXEMPT

MAJOR RESPONSIBILITY:

With minimal supervision provides remediation coordination, organizes instruction, and instructs.  Keeps and maintains records of student progress and placement.

PREREQUISITES FOR POSITION (Qualification Standards):

1.
Education or training:  Bachelor’s degree in Education or related field required.

2.
Years of experience in field:  Three years teaching or administrative experience preferred. 

3. Special skills or abilities related to position:  Demonstrated ability to work with people.  Proficiency in verbal and written communications skills.  Self-starter, able to initiate and follow through on programs and projects.  Ability to organize, implement and evaluate programs.
ESSENTIAL JOB FUNCTIONS:

1. Provide academic support for incoming and current Career and Technical Education (CTE) students seeking AS Degrees, college credit certificates and industry recognized credentials.  Monitor progress of these students.
2. Establish, prepare and maintain complete and accurate records and reports of CTE progress and student progress.
3. Coordinate and assist with registration for the CTE program.
4. Assist in the development, supervision, coordination, expansion and evaluation of remediation programs related to CTE.
5. Intake and counsel students in remediation programs related to CTE to enhance student retention.
6. Work in cooperation with leadership to integrate academic and career curricula into student technical skill attainment.
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ESSENTIAL JOB FUNCTIONS (continued):

7. Assist with the professional development of CTE, faculty, administrators, and counselors.
8. Administer and correlate appropriate technical assessments.
9. Assist in promoting and publicizing CTE programs.      
10. Attend workshops, seminars and training to remain current in state standards.
11. Train student assistants in appropriate software.
12. Collaborate with Access Services to make sure the needs of special populations are being served.
(These essential job functions are not to be construed as a complete statement of all duties performed.  Employees will be required to perform other job related marginal duties as required.)

ESSENTIAL PHYSICAL SKILLS:

· Acceptable eyesight (with or without correction).

· Acceptable hearing (with or without hearing aid).

· Ability to communicate both orally and in writing.

· Ability to drive a college vehicle.

ENVIRONMENTAL CONDITIONS:

· Works inside in a classroom/computer laboratory environment.
(Reasonable accommodations will be made for otherwise qualified individuals with a disability.)

PRIMARY LOCATION OF JOB:
Ocala Campus

SUPERVISOR OF POSITION:
Manager, Learning Support Centers

In Coordination with Adult Education Coordinator
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