JOB DESCRIPTION
Park Hill School District

Training and Quality Assurance Specialist – Community Services

Purpose Statement
The job of Training and Quality Assurance Specialist – Community Services is done for the purpose/s of providing support to department activities with specific responsibility for one-on-one training with new site managers and associate teachers, visiting sites for ongoing assessment and supervision, substituting for site managers or providing support at sites as needed.
This job reports to the Community Services Coordinator.

Essential Functions
· Assists program coordinator with development and implementation of one-on-one training for new site managers for the purpose of ensuring a highly qualified staff.
· Assists program coordinator with develoment and implementation of one-on-one training for new associate teachers for the purpose of ensuring a highly qualified staff.
· Assists in ongoing supervision of sites at various locations for the purpose of providing support and direction.
· Assists program coordinator in facilitating site manager meetings for the purpose of conveying information or building skills.
· Assists program coordinator in the planning and scheduling of field trips for the purpose of ensuring a safe, enjoyable experience for participants.
· Collaborates with staff and participates in staff training for the purpose of engaging in all community services activities.
· Demonstrates effective human relations, communication, and training skills for the purpose of working with a diverse group of individuals.
· Follows good safety practices, district rules, regulations, and policies for the purpose of ensuring community services are in full compliance.
· Provides support to sites at various locations for the purpose of ensuring adequate staffing for activities, field trips, or projects.
· Schedules, plans, and facilitiates multiple training sessions occurring throughout the year for the purpose of ensuring a high quality staff.
· Substitutes for site managers as needed for the purpose of ensuring adequate supervisory oversight at various locations.
· Tracks and records staff training hours and notifies staff of needed training for the purpose of ensuring all staff are in full compliance with training requirements.
· Vists sites at various locations for the purpose of assessing the effectiveness of training, need for more training, and adherence to expectations.
Other Functions
· Performs other related duties as assigned for the purpose of ensuring the efficient and effective functioning of the work unit.
Job Requirements:  Minimum Qualifications

Skills, Knowledge and Abilities

SKILLS are required to perform tasks with a potential need to upgrade skills in order to meet changing job conditions. Specific skill based competencies required to satisfactorily perform the functions of the job include: applying district, state and federal policies and regulations; operating standard office equipment including pertinent software applications; presenting in front of multiple groups of people, and preparing and maintaining accurate records.

KNOWLEDGE is required to perform basic math; read a variety of manuals, write documents, and/or present information to others; and solve practical problems.  Specific knowledge based competencies required to satisfactorily perform the functions of the job include: teaching, training, presenting, assessing work performance; business telephone etiquette; codes/laws/rules/regulations/policies; and concepts of grammar and punctuation.

ABILITY is required to schedule activities and/or meetings; gather and/or collate data; and use job-related equipment. Flexibility is required to work with others in a wide variety of circumstances; analyze data utilizing defined but different processes; and operate equipment using standardized methods. Problem solving is required to identify issues and create action plans. Specific ability based competencies required to satisfactorily perform the functions of the job include: establishing and maintaining effective working relationships; maintaining confidentiality; setting priorities; meeting deadlines and schedules; working with detailed information; and adapting to changing priorities; and working as part of a team.

Responsibility
Responsibilities include: working under limited supervision following standardized practices and/or methods; directing other persons within a work unit; monitoring budget expenditures. Utilization of some resources from other work units is often required to perform the job's functions. There is some opportunity to impact the organization’s services.

Working Environment
The usual and customary methods of performing the job's functions require the following physical demands: some lifting, carrying, pushing, and/or pulling,  some stooping, kneeling, crouching, and/or crawling and fine finger dexterity. Generally the job requires 50% sitting, 35% walking, and 15% standing.  This job is performed in a generally clean and healthy environment.

Experience	Experience as a workshop presenter or training is preferred.
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Education	Associate’s Degree is a minimum requirement; Bachelor’s degree in Education is preferred.
