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	DEPUTY CLERK - STAFF DEVELOPMENT SPECIALIST 





DEFINITION:


Under general direction to perform, technical work in the development, coordination, and implementation of a wide variety of in-service training programs; and to perform related work as required.





CLASS CHARACTERISTICS:


Incumbents develop, coordinate and implement in-service training programs for all levels of Court employees.  These programs may be self-study, on-the-job training, technical training, classroom, or contract, and cover such areas as supervisory skills, discipline, employee orientation, management development, time management, employee relations, and other subjects related to staff development.





EXAMPLES OF DUTIES:


Program Design:  Conducts training needs analysis; determines training objectives and methods of instruction; develops course outlines; prepares lesson plans, visual aids, and handouts for use in instruction; designs and evaluates training and makes changes in training programs as indicated; consults with subject matter experts to design training; previews vendor instructional materials and evaluates them for purchase and use in Court training programs; researches technical materials; analyzes data; develops job aids; writes drafts, edits and prepares for print personnel and training handbooks, manuals, and related documents.


Presentation:  Conducts classroom training using group discussion and facilitation, behavior modeling and lecture methods; operates audio/visual equipment.


Evaluation:  Periodically reviews training that has been given; reviews training material to stay current with program need; develops testing instruments to determine training effectiveness.


Coordination:  Provides support of training programs by locating and arranging for speakers/instructors, training equipment, and space; coordinates the inventory, ordering, prepackaging, and issuing of program supplies and equipment; advises Court trainers on program matters; acts as a liaison regarding training matters with other public agencies and private companies; prepares correspondence and maintains, records, files, and logs.





MINIMUM QUALIFICATIONS


Thorough Knowledge of:





	Adult educational and training theories and methodologies;


	Theoretical and research findings concerning the process of learning, behavior change and communication.


	Principles and theories of organization development and training technologies.


	Education/training course planning, design, implementation, coordination and evaluation methods.


	Principles of group dynamics.


	Principles of public speaking.


	Design and use of printed instructional material and audio-visual aids.





General Knowledge of:


	Principles of management and supervision.


	Organization development.





�
Skills and Abilities to:


	Apply the principles of adult learning to design and deliver training.


	Utilize the principles and techniques of instructional technology:  needs assessment, data reduction, performance observation, task analysis, objectives preparation, instructional design, media selection, evaluation.


	Plan and coordinate logistics in an efficient and cost effective manner.


	Utilize knowledge of the training industry to evaluate and select vendor instructional materials.


	Prepare written material which follows generally accepted rules of style and form, is appropriate for the audience, and accomplishes its intended purposes.


	Verbally present information such that the intended purpose is achieved, through flexible adjustment.


	Identify change strategies based on the systems approach to organization behavior.


	Utilize the understanding of County/Court organization, strategy, structure, power networks, and other systems to identify and support training and development goals.


	Select and use audio,visual hardware and software.


	Interact effectively utilizing questioning, feedback, and group process skills in a wide variety of situations.





EDUCATION/EXPERIENCE:


Education, experience, and/or training which demonstrates the application of the knowledge and skills listed above.  Examples of such education/experience and skills are:  At least two (2) years full-time experience designing and delivering human resource management or technical in-service training.  Experience in designing and delivering human resource management or technical in-service training for employees of the criminal justice system is highly desirable.  College level course work in the area of Instructional Technology, education, Psychology, Industrial Management, Human Resource Development, Public Administration, or a closely related field is highly desirable.





SPECIAL NOTES, LICENSES, AND REQUIREMENTS:


Working Conditions:  Must be able to lift and transport audio/visual equipment and training materials weighing up to 50 lbs.





License:  Position may require possession of a valid California driver's license by time of appointment or the ability to arrange transportation for field travel.  Employees in this class may be required to use their own personal vehicle.





Character:  Applicants must have a reputation for honesty and trustworthiness.  Convictions, depending on the type, number, and recency, may be disqualifying.  Prior to appointment, candidates offered employment may be subject to a background investigation.





Probationary Period:  Incumbents appointed to permanent positions in this class shall serve a probationary period of 2,080 hours.





Conflict of Interest:  Anyone hired into this class may be required to file a Conflict of Interest Statement pursuant to Conflict of Interest Codes.  Such a statement must be filed within thirty (30) days of hiring date.





NOTE:  This document is intended to describe the general nature and level of work performed by individuals assigned to this job classification.  It is not intended to provide an exhaustive list of all duties and responsibilities of personnel in all divisions and/or locations so classified, nor is it intended to limit the authority of supervisors or managers to assign or direct the activities of employees.
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