
Western Kentucky University

Position Description

Position Title: Training and Development Program Director
FLSA Category: Exempt
Date: May 2007
Salary Grade: 109
Purpose of Position 

The Training and Development Program Director is responsible for the leadership of program operations that includes marketing and planning of client focused training, professional seminars, and certification programs for business and industry.  
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.

· Responsible for the future direction of the center including the development of the strategic plan and coordination of revenue growth plans.
· Directs and manages the revenue accounts fore the center.

· Establishes and maintains operational parameters for the center.

· Serves in leadership positions throughout the community in support of the center.

· Assesses and develops training programs 

· Responsible for establishing collaborations with other educational institutions and civic organizations.

· Manages and directs support personnel.

· Meets regularly with business and industry to market the center.

· Spearhead grant and custom and contract training opportunities, working with regional clients to design innovative training packages which provide strategic solutions for business and industry.

· Positions the center for national recognition by presenting at various professional organizations’ meetings.

Secondary Job Functions

· Research and benchmark other institutions for future product and services.
· Establish an advisory board to maintain linkages with business and industry, university academic departments and supports agencies.

· Serve as an economic development contact in partnership with various centers on campus.

Minimum Training and Experience Required

Bachelor of Science or previous work experience in managing educational and training organizations in the private sector as well as a university environment; Comprehensive understanding of training programs and the demonstrated ability to effectively lead in designing new programs and managing organizations as well as experience in consulting, negotiating and influencing.
Knowledge and Skills Required
Leadership ability; outstanding oral and written communication skills; knowledge and understanding of educational and training organizations; knowledgeable of core management concepts an development of training solutions; effective oral and written communication skills are necessary to communicate with CEO’s and HR Directors regarding their training needs; Superior management skills, and substantial computer knowledge.
Training and Development Program Director
Physical and Mental Abilities Required

Ability to focus on several projects simultaneously.
Organizational Relationships

Position reports to the Dean of Extended Learning and Outreach.
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. 
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