HOUSTON AREA WOMEN’S CENTER

JOB DESCRIPTION

TITLE:

Training Specialist
GENERAL DESCRIPTION
Coordinate and implement direct services training for staff, volunteer, and interns. Implement curriculum, training modules to maximize learning experience.  Provide professional training in community as determined by supervisor.

SALARY RANGE:



SUPERVISOR:

Manager of Training Services
STATUS:

Exempt


GRADE:

4

LEVEL:

1

ESSENTIAL FUNCTIONS OF THIS POSITION: 
1. Develop training curricula and associated materials for training of staff, volunteers, and community in the history, prevention, and increased awareness of domestic and/or sexual violence issues.

2. Coordinate, implement, and present training in-house and to the agency ‘s volunteers .

3.  Schedule and develop professional collaborations with speakers for Hotline & Advocate training (HAT).

4. Implements professional training as assigned by supervisor including prevention model.

5.  Speak, write, and understand English proficiently. Bilingual preferred Spanish/English

6.    Ability to drive has reliable transportation and has a valid Texas driver’s license. (may    have to travel to present seminars)
6.  Work Schedule – Varies.  During HAT Training, work schedule is Tuesdays – Saturdays, including evenings.   Occasional evening and weekend hours throughout the year.

QUALIFICATIONS: 

1. BS in Social Sciences or equivalent

2. Minimum of one year experience in direct service agency utilizing volunteers and crisis intervention techniques

3. Minimum of one-year experience in training and/or teaching field.

DUTIES AND RESPONSIBILITIES: 75%

Training Specialist
7. Provide training for agency’s volunteer/intern and staff training.

8. Work with Manager of Training Services to develop training calendar.

9. Schedule and develop professional collaborations with speakers for HAT Training.

10. Develop rapport with trainees to maintain interest in HAWC programs.

11. Compile volunteer statistical and activity data. Generate monthly status reports.

12. Input Volunteer Advocate’s training completion information into volunteer database.

13. Maintain trainee records ensuring the training tracking information is placed in the file and the database. 

14. Actively assist trainees during the observation period.

15. Model crisis intervention when needed on the hotline or after training sessions by scheduling one hotline/ group session a month.

16. Problem solve with supervisor when issues with volunteers/interns occur.

Professional Training 

1. Implements professional training as assigned by supervisor including prevention model.

2. Promote professional image when providing all training.

3. Acts as training liaison with community partners.

VOLUNTEER AND INTERN DUTIES: 5%
1. Assist in training, orienting, supervising, and coordinating volunteers and undergraduate interns for outreach services.

COMMUNITY EDUCATION DUTIES: 5%
1. Attend the agency’s Community Education Training.

2. Participate in public relations projects as requested.

3. Participate in media requests and develop relationships with media representatives within the African American community.

OTHER ADMINISTRATIVE DUTIES: 15%
1. Initiate, retrieve, and respond to E-mail, voice mail, and written correspondence

2. Participate in staff meetings and retreats

3. Complete and turn in all necessary paperwork for accounting, i.e. reimbursement, vacation leave, timesheet, and, etc., in a timely manner

4. Should such duties become routine, the job description will be reviewed and revised.

5. Participate in committees as needed.

6. Complete assigned projects from the supervisor. 

ABILITIES:

1. Ability to speak and write clearly and concretely

2. Ability to interact professionally with employees and the public at all levels

3. Ability to stand for extended hours 

4. Ability to lift a minimum of 25 lbs

5. Ability to exercise good judgment and use critical thinking skills

6. Ability to speak and write clearly and effectively.

7. Ability to prioritize and multi-task

8. Ability to work effectively in an demanding work environment


9. Ability to educate the community from a feminist/oppression perspective that includes empowerment, power differentials and gender issues. 

10. Ability to manage conflicting priorities and make appropriate decisions in a crisis environment.

11. Ability to take responsibility for and decisions 

12. Ability to lead, mentor, and supervise volunteers.

13. Ability problem-solve using negotiation, and conflict resolution both intra- and inter-departmentally.
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