Example of Training Coordinator Job Description
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Our growing company is searching for experienced candidates for the position of
training coordinator. We appreciate you taking the time to review the list of
qualifications and to apply for the position. If you dont fill all of the qualifications,
you may still be considered depending on your level of experience.

Responsibilities for training coordinator

e Communicates with diverse audiences (e.g., employees, vendors,
management, ) to provide information and clarification regarding training
programs, actions, policies and procedures

o Communicate effectively to attendees and stakeholders about program
details

e Work closely with other team members and senior member

» To ensure that all materials are kept up-to-date for the programs

e Develop and Track Effectiveness of Training Programs, Including Orientation

e Ownership of the intake process

e Overseeing the maintenance of knowledge management content

 Assist with the preparation and process curriculum maintenance forms

e Establish instructors in LMS

e Update roles within LMS from Optional to Required as needed

Qualifications for training coordinator

e Prepare, track and process learner assignment modifications

e Order food and materials as needed

o Create, publish and assign training courses and training material as needed
e Complete ad hoc training projects as assigned

» Proven interpersonal skills and professional skills

e Sales support — you will provide support to the sales team on contract






