Job Description

TRAINING MANAGER 

DEPARTMENT:




EXEMPT (Y/N):



SALARY GRADE:



REPORTS TO:






SUMMARY: 

Responsible for coordination and implementation of all Company training programs modules and ensures support is received from functional departments. 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:

· Providing professional training preparation support.  Conducts training audits and provides formal feedback about job skills training on a regular basis.

· Co-facilitates the training of employees with Training Coordinator and departmental instructors, using the approved modules.

· Coordinates the scheduling of all employees and instructors for designated departments, and coordinates assignments with department staff.

· Maintains current and accurate records in the computer for employees in assigned areas of responsibility, showing attendance and successful completion of all Skills Training and other training modules. 

· Implements other Company training course modules as assigned for employees and management, including presentation and facilitation of training programs and special events.

· Assures maintenance of accurate training program materials inventories for appropriate job skill areas.

· Based on feedback from department supervisors and managers, recommends training refreshers to Director of Training & Employee Development.

· Regularly confers with Director of Training & Employee Development to review achievements and to discuss needed changes in goals, objectives and/or department direction resulting from current or projected future status or conditions.

· Develops and participates in special projects and completes other duties as requested or assigned.

· Responsible for maintaining a consistent, regular attendance record.

SUPERVISORY RESPONSIBILITIES:

Supervises Training Coordinator(s) under span of control as well as any administrative staff.

Carries out supervisory responsibilities in accordance with the organization’s policies and applicable laws.  Responsibilities include interviewing, hiring, and training employees; planning, assigning, and directing work; appraising performance; rewarding and disciplining employees; addressing complaints and resolving problems. 
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QUALIFICATION REQUIREMENTS: 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.


EDUCATION and/or EXPERIENCE:

A bachelor’s degree with one to two years experience or three to four years experience in a related industry.



SPECIAL QUALIFICATIONS:

Attention to detail required, as well as strong organizational, written, and verbal communication skills.  Must be able to clearly explain and demonstrate concepts and skills to others.


LANGUAGE SKILLS:

Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations.  Ability to write reports, business correspondence, and procedure manuals.  Ability to effectively present information and respond to questions from groups of managers, clients, customers, and the general public.


MATHEMATICAL SKILLS:


Ability to work with mathematical concepts such as probability and statistical inference, 
and fundamentals of plane and solid geometry and trigonometry.  Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical situations.  


REASONING ABILITY:

Ability to define problems, collect data, establish facts, and draw valid conclusions.  Ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables. 

PHYSICAL DEMANDS: 

The physical demands described here are representative of those that must be met by an Employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the Employee is regularly required to talk or listen.  The Employee is occasionally required to stand; walk; sit; use hands to finger, handle or feel objects; and reach with hands and arms.
 

Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an Employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.  When on the Casino floor noise level increases to loud
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