
Western Kentucky University

Position Description

Position Title: Training Coordinator II
FLSA Category: Non-Exempt
Date: July 2004
Salary Grade: 108
Purpose of Position

The Training Coordinator II is responsible for maintaining and upgrading campus machines and software. Position is also responsible for proper student use of TopNet and Banner. 

Primary Job Functions

The following duties are customary for this position, but are not to be construed as all-inclusive.  Duties may be added, deleted, and assigned based on management discretion and institutional needs.

· Devises training standards and methodologies.

· Trains new applications and upgrades campus wide.

· Trains more junior staff.

· Consults upper management on training needs and resources.

· Designs course curriculums.

· Plans, schedules, and delivers training to end users through groups, online, or individual training.

· Provides post training support to students.

· Provides help desk support.

· Performs troubleshooting and procedures consulting.

· Performs systems and process testing and systems documentation.

· Monitors all software used on campus.

· Creates manuals on the proper use of software applications used by the university.

· Troubleshoots machine and student problems.

Secondary Job Functions

None.

Minimum Training and Experience Required

High school diploma or GED equivalency required; successful completion from an accredited vocational/technical school preferred.

Knowledge and Skills Required

High proficiency in workstation skills including use of office tools, ftp, telnet, and job scheduling software.

Physical and Mental Abilities Required
Strong organizational, oral, and written communication skills required; ability to keep skill set current; ability to re-train in administrative applications software to maintain currency.

Organizational Relationships

Position reports to the Administrative Computing Services director. 

Performance Expectations

The duties and responsibilities of this position must be performed in a competent manner following the highest standards of professionalism, integrity, accountability, responsibility, cooperation, and customer service. 


