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TRAINING ADMINISTRATOR
... provides quality training consistent with organizational mission by directing training
development, supervising staff, managing fiscal resources, performing administrative
functions, managing human resources, and enhancing professional competence.

Duties

Perform
Administrative
Functions

Supervise Staffl

Direct Training
Development

(continued)

Manage Fiscal
Resources

Manage Human
Resources

Enhance
Professional
Competence

A-1 Compile and

A-2 Formulate

A-3 Formulate job

A-4 Develop political

A-S Direct risk

submit reports policy and descriptions support management
procedures programs

B-1 Direct stafl B-2 Oversee B-3 Ensure staff B-4 Direct work B-5 Procure work

development employee coverage assignments resources
performance

C-1 Plan long C-2 Conduct job C-3 Identify C-4 Research C-5 Review training

range goals analyse training needs training topics requirements
C-13 Conduct staff | C-14 Review C-15 Network with
training program quality training

professionals
D-1 Develop D-2 Prepare capital | D-3 Generate D-4 Project spending | D-5 Monitor budget
annual budget improvement revenue patterns expenditures

budget

E-1 Manage E-2 Conduct staff E-3 Monitor E-4 Negotiate and
benefits system hiring governmental administer contracts

compliance
F-1 Attend F-2 Further formal F-3 Join F-4 Network with F-5 Read
training education professional peers professional

organizations
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Tasks
A-6 Oversee A-7 Research new A-8 Serve on
information systems technology committees
B-6 Communicate B-7 Address employee B-8 Conduct B-9 Provide B-10 Investigate B-11 Ensure B-12 Validate
with employees issues performance technical instruction | empioyee incidents | policy/ time sheets
evaluations procedure
compliance
C-6 Ensure C-7 1dentify training C-8 Develop action C-9 Approve C-10 Secure C-11 Select C-12 Review
certification resources plans training agendas training site trainers training
requirements are calenders
met
D-6 Monitor payroll D-7 Prepare budget D-8 Approve training D-9 Ensure financial
amendments contracts integrity

F-6 Write
professional articles

F-7 Participate in
community activities




Traits & Attributes

Tact
Approachable
Integrity
Model professiona behavior
Compassion
Empathy
Patience
Sense of humor
Credtive
Ethical

Flexible

Knowledge & Skills

Knowledge of: Skills in:
Legad mandates Diplomacy
Training Leadership
Systems Timemanagement

Mission and goals
Psychological (human behavior)
Budgeting

Computers and applications
Business administration

Labor relations

Problem solving
Communication, oral & written
Write

Research

Organizationa skills

Decision making

Contracts Consistency

Personnel law Firmandfair
Math
Computers

Using Interpersonal
Communications

Public speaking
Networking
Counseling
Mediation
TRAINING ADMINISTRATOR
Panel Members
Betty Hutchinson Michael Lennon J. Dale Mann
Human Resource Manager Chief, Human Resources, Career Development Division Director

Corrections Center of NW Ohio

03151 Road 2425
Stryker, OH 43557

Tina Michads
Inmate Services Counselor |1

Arlington County Sheriffs Office
1425 North Courthouse Road

Arlington, VA 22201

GPSTC
1000 Indian Springs Drive
Forsyth, GA 31029

Dept of Corrections, County Corr Center
13400 Dille Drive
Upper Marlboro, MD 20772

Nicki Sanders

Director of Training

State of TN Parole Board
404 James Robertson Pwky
Nashville, TN 37243

Michael J. Mortensen
Deputy Administrator/Chief of Admin Serv
19th Judicid Circuit
15 South County
Waukegan, IL 60085

DACUM Facilitator:
Bruce Wolford, Ph.D.

Director

Training Resource Center
Eastern Kentucky University

This DACUM profile was developed as a
demonstration during the “DACUM
Facilitator Training” seminar, April 15-16,

1997.
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