RESEARCH & TRAINING SPECIALIST – OPS
(Included Position)
Occupational Profile: 13-1073 Training and Development Specialists

Level 4 – Pay Band 010

Class Code: 1334 Research and Training Specialist

Pay Grade: 23 (currently $18.00/hr)

Hourly Minimum $18.59


Hourly Midpoint $25.36


Hourly Maximum $32.12

Position Number: 821297
Job Description:
This is an OPS position responsible for assisting with drafting and designing what training instructions should be like, including look, feel, organization and functionality of training to the intended audience.  Duties for the Research & Training specialist works much like architect, drawing up specifications and blueprints for course module before actual training constructions begins.  He or she will assist with delivering, and/or coordinating the delivery of training and development programs for employees in grants management practices, and state and federal regulations and guidelines.
At the very least, he or she is expected to analyze the who, what, where, when, why and by whom of the design process; design the blueprint or structure for the training; develop the blueprint and creating the training materials; implement the training and evaluate the training progress and phases. 

Develops and conducts orientation and training programs after conferring with managers, or customers to determine training needs.  Organizes and develops training procedure manuals and guides, including online training.
Evaluates curricula and/or training materials; determines and proposes the best medium to achieve maximum benefits of training.
Communicates training opportunities and markets HARM training materials and website information for DOH users using various advertising methods, including, but not limited to DOH bulletins, brochures, and posters.  
Assists in developing and promoting resources designed to share best practices/lessons learned to enhance the implementation process of HARM initiatives.

Schedules classes based on needs assessment and on the availability of classrooms, equipment, instructors, and participants.

Maintains records and writes reports to monitor and evaluate training activities and program effectiveness.

Coordinates the certification of individuals completing skills training.

Attends meetings and seminars to obtain information useful to train staff and to inform management of training programs and goals.

Provides technical assistance to CHD and Central Office staff on training and training related topics.
Provides training materials timely to the web manager for posting to the website.
Reviews materials on the HARM website and quarterly updates information as needed.

Contact:  

Kenol Saint-Fort 

Health Financial Manager 

Office of Compliance, Audit, Training & Systems Management 

Florida Dept of Health

Kenol_SaintFort@doh.state.fl.us
850-245-4534

