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Office:
WV Kenya National Office

Reports to:
Director, HR/Organizational Development

Grade:
4 

Effective Date:
1 Oct 2004

~ DRAFT ~

Purpose of the position:

Coordinate staff development function while developing a learning management system to track key staff development data.   Coordinate, produce and co-facilitate select training programs via classroom or web-based technology.  Collaborate with other staff development activities within the organization. 

Communicate World Vision's Christian ethos and demonstrate a quality of spiritual life that is an example to others.

Major Responsibilities:

· Policy Development:  Coordinate updates and/or drafting of policies and procedures as they relate to staff development and training.

· Training:  Assist in the planning and implementation/delivery of classroom and electronic training programs and coordinate the national staff orientation process.

· Capacity building:  Work with the designated HR facilitators for each zone to augment field-based training and development initiatives.  Ensuring identified facilitators are equipped and certified to standardize the quality of facilitation.

· Instructional Design:  Design, develop and produce delivery methodologies and maintain training resources including, but not limited to,

· Resource management:  on-line resources, distance learning, training manuals, and Power Point presentations.

· Resource Management:  Revise and maintain accuracy of all related training documents, ensuring that training content is accurate.

· Monitoring and Evaluation:  Maintain evaluation data, including documentation of lessons learned.

· Talent Pool Management:  Design a system and process for tracking with key staff in their management development.  As well, build a cadre of qualified staff from which Employment can draw as a resource when positions become open – specifically key leadership positions.

· Team player:  Work collaboratively with team members when assigned to work as part of a team.
· Attend and participate in daily devotions and weekly Chapel services. 

· Perform other duties as required.

Knowledge, Skills and Abilities:

The following may be acquired through a combination of formal or self-education, prior experience or on-the-job training:

· Educational requirements: BEd. or Human Resource Development or equivalent experience in the training and development field (5 years)

· Experience:  2-5 years of experience in field of adult learning or facilitation.
· Other:  Certification in facilitation skills is preferred.
Key Competencies/Attributes:

	Coaching/Group Facilitation
	Works one-on-one or in a group setting to convey information and facilitate learning and skill development

	Oral and Written Communication
	Clearly and effectively expresses ideas, thoughts and concepts verbally and in written or graphic form, using correct and appropriate grammar, organization and structure, and effective presentation media and techniques. Uses appropriate media and approach to present ideas formally to individuals or groups with required impact.

	Instructional Design
	Assesses needs of organization and develops interventions using the techniques of instructional technology and applying knowledge of human psychology, motivation and learning theory. Assesses employee skills to measure effectiveness of courses developed.

	Knowledge Management
	Works to enhance ability of clients/service groups to retain current, critical knowledge base by developing systems, fostering collaboration and facilitating feedback loops. Interprets and effectively communicates lessons learned to appropriate stakeholders.

	
	

	WV Administrative Procedures and Processes knowledge
	Knows and maintains current knowledge of administrative procedures and processes used throughout WVK.

	Systemic Thinking
	Demonstrates a comprehensive awareness of the impact and implications of decisions and actions on other units within one's own organization; considers interdependencies before acting.

	Analytical Thinking
	Builds a logical approach to address issues, problems or opportunities or manage the situation at hand by drawing on own knowledge and experience base and calling on other references and resources as necessary.

	Collaboration/Relationship Building
	Establishes rapport with people easily, developing and maintaining a network of internal and external contacts who can provide information, help, and access to others.

	Advocate for Learning
	Displays ability to promote the value of learning to the organization, despite competing priorities for time and resources. Where appropriate, clarifies the role of trainers/training in the organization and educates clients about appropriate use of services.


Working Environment / Conditions:

Office environment:  standard office including some field/based work

Travel:  25% Domestic/international travel is required (avg. 5 days per month)
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