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TRAINING PROGRAM MANAGER

. . . promotes individual and organizational performance through planning, designing,
and managing employee development and training programs/services

Duties

Conduct
Strategic
Planning

Develop Policies
& Procedures

Develop Training

Programs &
Services

Manage Finances

Manage
Information

Promote
Professional
Growth &
Professionalism

_

practices

Jjbreast of HR

A-1 Monitor the |A-2 Identify & |A-3 Determine |A-4 Predict A-5 Establish
internal/external |involve stake- internal/external | future trends benchmarks for
political process }holders in needs of staff & total quality

planning process | clients management
B-1 Identify B-2 Review B-3 Draft B-4 Elicit B.5 Revise per
need for enabling policies/ comments/ commen
policy/procedure | legislation & procedures feedback from feedback

industry stakeholders

standards
C.1 Establish C.2 Invoive C-3 Conduct C-4 Develop C-5 Develop
training training commit- { formal/informal | criteria for curriculum design
standards tee in design/ needs assess- evaluat

development of | ments & job training

~ |training program | task analysis training related
services
D-1 lIdentify/ D-2 Manage D-3 Manage D-4 Scheduleff D-§ D'meminnte
employ program | facilities/training | equipment & rograms, staff, rogram/serviree
delvaer e space mq:ltel:'ials participants fnformation
strategies &
methodologies
E-1 Assess/ E-2 Develop & |E-3 Present/ E-4 Secure & E-5 Develop
roject expendi- |draft budget negotiate budget | manage supple- | expenditure plan
to meet proposal mental financial
identified resources
training needs
F-1 Recruit, F-2 Supervise F-3 Develo F-4 Train F-5 Coach,
hire, & dismiss |staff training pla‘l’l trainers counsel, &
staff for training staff mentor training
) staff

G-1 Establish |G-2 Develop & |G.3 Maintain |G-4 Develop/ | G-5 Review/

‘| data base to maintain indi- propam maintain interpret infor-
determine w;:lual/ organi- |materi qualitative/ g;“:lll_t t?raining
training need ation training inventories uantitative trais

1eees  lrecords gmformaﬁon goals/objectives
training program|
-1 Participate {H.2 Develop/ “,'3 ngelop/ H-.4 Promote H-5 Participate
execuﬁvep implemeev:top disseminate training pro- in community
anagement/  |internalexternal {Program infor- |orams with organizations
lanning/ marketing plan |Mation through | diverse organ-
eting various media | jzational groups

I-1 Participate |I.2 Pursue I-3 Read I-4 Research & | I-5 Provide/par
in professional |continui |professional lit- [develop articles | ticipate in lea:
orgamizations & |educatio erature & kee for professional | ership of
training training rea. journals & news- | organizations &
community principles & etters training

community
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Tasks
“
A-6 Ansiyze A-7 Coordinate | A.8 Devel
strengths, weak- | the mission short & loon%-
ot oPpor .| Pl of range action
oe.. pmb‘ stafT w. lans
lems of current | ment/ traimng p
programs (w/in) | with agency
B-6 Seek B.7 Impiement
approval new procedures
or policy
C-6 Acquire or {C.7 Coordinate {C-8 ldumfz" . C-10 Create C-11 Establish/
develop new  [the development |providers of &L?&'T‘: c‘, reciprocal oppor- |maintain alter.
curricula of lesson plans & [training services (coordinate field [tunities with native training
training aids testing of o}h: providers sr;(;:ll:::n%al
aining .
programs servi services
D-6 Coordinate |D.7 Enforce D-8 Evaluate D-9 Organize
alternative ini current training |formal/informal
staffing standards programs achievement,
patterns/ components & |incentive, &
coverage (while program impact rition
in training, etc.) activities
E-6 Review/ |E.7 Negotiate |E-8 Track, E-9 Prepare
approve manage with document, & cost effective-
requisitions contract justify expendi- |ness expenditure
& tuition providers tures report
reimbursements
F-6 Conduct F.7 Establish
performance awards &
evaluations incentives for
training staff
G-6 Developa |G-7 Develop/
plan for research jdisseminate &
|present l'erﬂ ts
to stakeholders
H-6 Develop
network of
internal/externai
advocates for
training progs.
1.6 Contribute |I.7 Seek
to professional | feedback &
standards assessment to
further seif.
awareness




Traits & Attitudes

Resourceful
Creative
Innovative
Ethical
Persuasive
Flexible
Self-motivated
Credible
Risk-takin
Committ:
Articulate
Persistent
Visionary
Integrit

Sense of humor
Energetic
Optimistic/positive
Sincere
Perceptive
Adaptable
Supportive
Professional
Role model
Dynamic
Vigilent
Enthusiastic
Assertive
Initiative

Knowledge & Skills

Knowledge of:

Personnel adm./EEQ/Affirm. Action
Budget Management

Curriculum dev%:&men( .
Learning theo roing styles
Agency Solicigprocedures

Criminal j

Legislative law

Assessment tools

Testing evaluation instruments
Group dynamics

Agency mission/goals/operations
Staffing analysis
Organizational development
Administrative law

Cultural & ethnic diversity
Stress/time management
Hulpanﬁresonrce evelopment
Legislative process
Tedmologyp

Skills in:

Written/oral communication
Negotiation
Organization/coordination
Decisiotlin i

Delegation

Public speaking
Instruction
m‘llii%?hﬁops
meetings
Conducting research
e
Supervision
Problem resolution
Grant writing

Leadership

Tools & Equipment

Microfilm
Audio-visual aids (i.e., flipcharts,
overheads, Postermakers, Kroys,
video/audio ew.)
Computers/software
Residential accommodations
ls’ruell;tation Prodg‘cts

imulation props & training equipment
Publishing, binding, copier P
Office equipment & furniture
Interactive video learning centers
Commercial assessment/evaluation tools
Tele-conference Lab ( satelite dish, screen)
Resource libraries & Database
Comfortable tables/chairs
Space for storage & learning

DACUM Facilitators
from the

National Academy of Corrections:

Ida Halasz, Ph.D.

Steve Swisher

TRAINING PROGRAM MANAGER
| Panel Members

Beth Bates

Staff Development & Trainin
Dept. of Youth Treatment/Rehab.
1624 West Adams

Phoenix, AZ 85007

"P.J." Braun

Supervisory & Mngmt. Train. Coord.
WA State Crim. Justice Train. Comm.
2450 South 142 Street

Seattle., WA 98168

Joyce Ericson

Lead Juvenile Probation Counselor
King County Dept. of Youth Svcs.
1211 East Alder

Seattle, WA 89122

Eric Gabrielsen
Training Coordinator
WA State Dept. of Corr.
| 410 West S5th

Olympia, WA 98504

Joanne Gisselquist
Administrator

Dept. of Public Safety

42-477 Kalanianaole Highway
Kailua, Hawaii 96734

Pamela Jones

JCO Training Supervisor

King County Dept. of Youth Svcs.
121] East Alder

Seattle, WA 98122

Roseanne Lasater )
Training Program Manager
Division of Community Corrections
P.O. Box 3508

Spokane, WA 99220

David Voss

Training Coordinator
Enumclaw Police Dept.
1705 Wells Steet
Enumclaw, WA 98022

Gary Webster

Training Coordinator

Utah State Division of Youth Corr.
120 North 2200 West, Suite 422
Salt Lake City, UT 84103

Dianne Carter, Ed.D.
President
National Academy of Corrections
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