
Our company is growing rapidly and is looking to fill the role of professional
development. Please review the list of responsibilities and qualifications. While this
is our ideal list, we will consider candidates that do not necessarily have all of the
qualifications, but have sufficient experience and talent.

Responsibilities for professional development

Coordinate and provide tutoring opportunities to assist students in mastering
technical skills as council students on professionalism, attendance,
interviewing, and resume writing skills
Work in close coordination with the On-Site PD Manager, On-Site PD
Program Coordinator, Inside PD Sales Rep and others to develop short- and
long-term professional development contracts with schools and districts,
other educational organizations
Work in close coordination with others in the department to address contract
fulfillment and post-engagement wrap-up with clients and consultants
(accounts payable, processing of participant evaluations, customer database
updates)
Work with the professional development team to author and produce content
for live, online, and blended training sessions with an eye towards
instructional design and adult learning theories
Coordinate between the professional development and curriculum teams to
make sure training materials effectively
Conduct mock trainings, internal training sessions, consultant trainer prep
calls in a train-the-trainer format, and possibly customer trainings as needed
Work with day-to-day analysis and IT tools (such as Business Warehouse/
Mercure) to ensure that the internal stakeholders are provided the needed
analytical input (TO, distribution)

Example of Professional Development Job
Description
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Lead the development of Professional Development course content and
related materials for Professional Learning Maps and any related content
areas, including partnering with the relevant product teams and partners,
writing workshop content, providing subject matter expertise
Work collaboratively within the structure of a team including, but not limited
to professional development curriculum innovators, instructional designers,
graphic designers and media producers

Qualifications for professional development

Certifications in adult education and/or instructional design through
associations like ASTD are preferred but not required
Demonstrated passion for education reform and an understanding of adult
learning principles
Experience with multimedia production
Coach school leadership teams and teachers
Experience applying effective instructional strategies and practices, including
methods of differentiating instruction and fostering participant engagement
Ability to understand and interpret abstract concepts and translate them into
clear, effective, written training materials


