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Human Resource Management EEOC, Job Analysis, Employee Relations
Develop a Job Description using the following format.  You can use your own job or a job the needs revision or development from your area.
Use the following Template

Position Title:  
Date:  
Location: 
Reports To:  
Department:  
FLSA Status: Exempt/Non Exempt

Position Summary:
In summary form, what is this position supposed to do and/or accomplish for the organization
Duties & Responsibilities:
Major outcome or deliverable #1
· Qualifiers or descriptor of how this is to be done
· Qualifiers or descriptor of how this is to be done
· Qualifiers or descriptor of how this is to be done

Major outcome or deliverable #2
· Qualifiers or descriptor of how this is to be done
· Qualifiers or descriptor of how this is to be done
· Qualifiers or descriptor of how this is to be done

Major outcome or deliverable #3
· Qualifiers or descriptor of how this is to be done
· Qualifiers or descriptor of how this is to be done
· Qualifiers or descriptor of how this is to be done
· 
Major outcome or deliverable #4
· Qualifiers or descriptor of how this is to be done
· Qualifiers or descriptor of how this is to be done
· Qualifiers or descriptor of how this is to be done



Knowledge & Skills:
Education & Experience:
Company Values (Optional):
Physical Demands & Working Conditions:
Work Environment

Physical Demands

Position Type/Expected Hours of Work

Travel



	

	

	

	

	

	











A Sample Job Description
Position Title: Training and Development Director
Date:  February 2016
Location: Corporate-Indianapolis
Reports To:  Chief Financial Officer-CFO
Department:  Administration
FLSA Status: Exempt

Position Summary:
The Training and Development Director develops training and coaching tools, techniques, and learning events for the field staff at all levels.  This position is critical in both discovering and establishing best practices for XYZ Operations.  Working in concert with the CFO and VP of Operations, this position also leads in the development and deployment of innovations that advance the company’s leading edge in the industry.

Duties & Responsibilities:
Explores and captures Operations Best Practices
· Works with staff in stabilizing key functional areas of: Recruiting, GM Relationships, Administration and Business develop
· Captures best practices and develops tools for both training and coaching
· Identifies problem areas and skill deficiencies in advanced areas, such as leadership, problem solving, and human resources
· Leads in the deployment of new software or technologies that support operations services

Develops training and coaching materials for Field Staff Development
· Creates templates for training and coaching that make operations best practices explicit and defined
· Develops formal training sessions where needed to develop teams and regional groups
· Keeps a data base and record of field best practices, techniques, and methods to refine future training events
· Develops metrics and lead measures to track success and depth of penetration of required skillsets


Coaches Field Staff in Execution of best practices with self-monitoring metrics
· Provides guidance to operations staff regarding daily problems and challenges and capture key insights for all operations.
· On-boards/trains new leaders and staff, in concert with Area Managers to ensure new staff start effective and quickly in their roles
· Counsels area managers where appropriate in leadership and human relations issues, in concert with the VP of Operations
· Alerts executive staff of problem areas or behaviors in critical human resources, safety, compliance arenas
· Promotes accessibility and candidness to become a trusted staff resource

Continues to scan industry, field staff, and other sources for innovations
· Uses best practices in coaching and training designs.
· Continues to explore and develop skills in adult learning and content transfer
· Expands and develops skills in measurement, assessment, and organization of training and development enterprises
· Uses technology and e-learning effectively
· Continues to scan industry sources for innovative ideas and practices and develops concepts and pilots accordingly

Knowledge & Skills:
· Strong presentation skills and group facilitation experience
· Ability to assess people and situations accurately
· Communications skills that foster candor and problem solving
· Strong writing skills to develop training and field reports

Education & Experience:
· College Degree in Operations, Development, Hospitality, Human Resources or related field with four to six years of extensive experience 
· Operations training experience preferred or a track record of staff development
· Strong industry experience in the Hospitality Field
· Leadership skills-4 years of supervisory experience
· Experience in Lean or QA programs, a plus
· Spanish Language fluency, a plus

Demonstrates Company Values
	RESPECT: We are a "no blame" culture; we do not lead with fear. We take a 'team' approach; we applaud joint problem-solving. Leaders are approachable and we go directly to the person with a challenge or concern. We follow established systems and processes. 

	SPIRIT: We care and we’re compassionate. We build a spirit of success, loyalty and trust by "making it right," by having celebrations, by recognizing the individual, and by investing in employee development. We believe in learning and mentoring each other toward higher levels of success. 

	PRINCIPLE-CENTERED: Our integrity is demonstrated by being leaders of people. We 'lead people' more than we 'manage things.' We measure the accuracy of our leadership performance as well as our systems and our processes, making adjustments when needed.

	FLEXIBILITY: With employee schedules and with clients, based on their needs.

	COMMUNICATION: Follow-through; we do what we say we'll do; excellent service, internally with each other and externally with our clients.



Physical Demands & Working Conditions:
Work Environment
This job operates in a professional office environment. This role routinely uses standard office equipment such as computers, phones, photocopiers, filing cabinets and fax machines.
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. While performing the duties of this job, the employee is regularly required to use electronic formats (computers, phones). The employee frequently is required to sit for long hours, walk far distances and use fine motor skills. 
Position Type/Expected Hours of Work
This is a full-time/salary position. This position can regularly require long hours and frequent weekend work.
Travel
A clean driving record is required. Travel, including overnight stays is expected. 


