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STAFF DEVELOPMENT DIRECTOR II

Positions in this class are the directors of the staff development and training programs for multi-
program divisions with a complex service delivery structure.  Positions provide a comprehensive staff
development and training program, management analysis, and organizational development services to
users that are local, regional, and central office based.  The position has authority and responsibility to
integrate and coordinate the activities of the professional staff.

I. SUPERVISORY/MANAGERIAL FUNCTIONS:

Planning - Positions participate as part of the division director’s management support staff in the
planning process and the development of the division’s overall annual plan of work.  Functional unit
annual plans of work that are reflective of the objectives and strategies to be integrated into the
division’s overall annual plan of work are submitted.  Involves a division-wide assessment of training
needs on a central office, regional, and local basis and the integration of these needs into a priority
strategy to make the most cost effective/training use of the available fiscal and manpower resources.

Organizing and Directing - Positions supervise professional staff in the implementation of their
individual work plans including the allocation of both fiscal and manpower resources.  Consultation with
administrative and program management is to ensure that the program’s needs have been identified
and that the strategies developed will have the impact desired.

Budgeting - Primary function pertains to the management of the administrative budget of the work unit,
including travel, supplies, equipment, and salary considerations of the unit.  Position is responsible for
the writing and management of grants to provide fiscal resources for training events.  Positions advise
management of needs that have not been met and request changes that would facilitate the training
process.

Training - in the supervisory function, positions are responsible for the development of all subordinate
staff in skills and professional development to enrich job performance and career progression.

Setting Work Standards - Positions are responsible for the establishment and management of work
standards for the unit’s professional and supportive staff.  Standards are designed to meet the
certification requirements for the division’s program participation.  Standards are established in relation
to concepts/procedures employed in the application of the theories of adult education and training.

Reviewing Work - Reviews are accomplished primarily through administrative management and
through regularly scheduled staff meetings to ensure a quality training product in relation to the
application and practice of the theory of adult training and education, and to ensure that the training
events are in support of the objectives and goals of the division and the individual user.

Counseling and Disciplining - Positions are responsible for providing primarily technical supervision to
all subordinate staff.  Position is responsible for discipline of staff and is accountable for submitting
both oral and written warnings in cases of inappropriate behavior or job performance.  Positions do not
have the individual authority to dismiss a staff member without approval from the employee’s
administrative supervisor or from management of the division.  Job performance of individual staff is
evaluated formally.

Performing Other Personnel Functions - Position is responsible for the review of each staff member’s
performance in relation to the recommendations of merit increments.  The position functions as the
appointing authority for professional and subordinate staff within the work unit.  Key positions within the
work unit may be coordinated in recruiting through the division management.
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II. SCOPE AND NATURE OF WORK SUPERVISED:

Dynamics of Work Supervised - Dynamics of the work results from:  (1) implementation of changes in
federal and State legislation; (2) changes in the user’s organizational structure, its service delivery
system and the objectives of management’s.  These changes reoccur frequently in a division with the
complexity of multiple programs and a variety of service delivery systems; (3) the development of
advances in the concepts/principles of the education and training of adults; (4) frequent staff turnover.

Variety of Work Supervised - Positions are responsible for the development and management of a
comprehensive program(s) for multiple users staffed by a variety of professional disciplines.  Programs
must address skills training, management development, individual continuing education, and
programmatic considerations.  The assessment of training needs often leads to the development of a
one time unique training event that requires the identification and coordination of “outside” resources.
This responsibility involves a complex process of consultation and coordination to integrate training
activities into the service delivery systems.

Number of Employees Responsible For - Six to eighteen professional/paraprofessional and support
staff in the development and delivery of the staff development-training program for the division.

III. EXTENT OF SUPERVISION RECEIVED: Position is not subject to technical supervision nor is
it readily available.  Supervision received is to assure that the position’s activities are in support of the
objectives/goals of the division and the Department of Human Resources.  Work is supervised through
reports and the reflection of success in obtaining the objectives of the work unit, the program’s impact
on the division staff, and the services provided by the division’s programs.

IV. SPECIAL ADDITIONAL CONSIDERATIONS: No significant work force fluctuations, shift
operations, or dispersion of employee is involved.

V. JOB REQUIREMENTS:

Knowledges, Skills, and Abilities - Thorough knowledge of the theory of training and education of
adults and its application in principle and practice.  Thorough knowledge of the type of division to which
assigned, its program and service delivery systems.  Considerable knowledge and skills in planning,
administering, supervising, evaluating, and the coordination of these related activities in a complex
system.  Ability to express oneself effectively both in written and oral formats.

Minimum Education and Experience - Graduation from a four-year college or university with a degree
in social work, adult education, public administration, or a related human service field and five years of
experience in a progressive role involving training administration, personnel, or related program
administration of which two years must have been in a supervisory capacity; or a master’s degree in
one of the above fields and three years of experience in a progressive role in training administration,
personnel, human service administration, adult education administration or related field of which two
years must have been in a supervisory capacity; or an equivalent combination of education and
experience.

Special Note: This is a generalized representation of positions in this class and is not intended to
identify essential functions per ADA.  Examples of work are primarily essential functions of the majority
of positions in this class, but may not be applicable to all positions.


