EMPLOYEE JOB DESCRIPTION

1. Occupational Title: _External Trainer & Consultant___________________________

2. “Department”: Administration____________________________________________

3. Exempt or Non-Exempt (circle)

4. Supervisor: primarily self, secondarily M. Lundquist, CEO  ____________________

	Frequency or 

Percentage of Time

Design & presentation:  30%
Analysis, proposals, and administration:  70%

	1. GENERAL DUTIES

Design, propose, present and administer seminars, workshops and training programs to external organizations for workforce development to provide revenue to the Polus Center in the range of $50,000 to $75,000 per year (if full-time) and to cover annual salary.

	2. SPECIFIC TASKS

Assess training needs of target audience.  Develop network of contacts for referrals.  Interview potential customers; analyze project needs; write and negotiate proposal for work.  Estimate time and cost of project. Design courses specific to each project.  Deliver programs. Solicit and synthesize customer service evaluation of satisfaction.  Organize expense records and bill client organization.  


	3. KNOWLEDGE/EDUCATION:

Master’s degree in Organizational Development or related field

Ph.D. in Organizational Development or related field
Leadership theory, career and talent development, management theory, training assessment and workforce development, organizational development theory and team development theory.


	Importance

Essential

Preferred

	4. SKILLS:

Needs assessment for course design.
Negotiating, interview and analysis for proposals.  

Writing clear and persuasive proposals.

Use of current presentation aids (Powerpoint, projectors, multimedia etc.)
Public speaking and facilitation skills for presentations.

Time and expense estimation for accurate cost proposals.


	Importance

Essential

	5.ABILITIES:

Intuition of potential customer’s needs and interest, and of participant needs and interest.
Flexibility for adjusting to changing needs of customers and to shifts in audience focus. 

Adaptability in leading complex discussions, engaging audience in meaningful dialogue and dealing with range of participants. 


	Importance

Essential











