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JOB SUMMARY

The Education & Training Coordinator position is located within the Department of Youth Rehabilitation’s (DYRS)
Office of Professional Development Division. The primary purpose of this position is to assist in the development
and implementation of the agencies human resource development programs, through a broad range of
assignments involving the design and delivery of training and organizational development interventions with
particular emphasis on employee development in the areas of positive youth development, community-based
continuum of care and other programs specific to the treatment of youth.

DUTIES AND RESPONSIBILITIES

The Education & Training Coordinator has the responsibility of assisting in the implementation of training as
directed by court mandates and regulatory standards and expanding such training initiatives as needed; Tracking
progress on all staff training to include mandated training efforts as well as outcomes related to training; Planning,
developing, implementing and coordinating training and educational programs geared toward the needs of all
applicable DYRS staff; Establishing goals and objectives for all phases of programs and periodically evaluating
program progress toward achieving established goals and objectives; Making the necessary adjustments to bring
programs in line with pre-established outcomes; Assisting in the development and implementation of policies and
procedures in support of DYRS training initiatives; Designing and developing training syllabi for assigned
programs in independent modules which encompasses all aspects of the training goals, objectives, and materials;
Designing and developing desk guides, training modules, and workshops; Providing for and conducting training
programs on a regular basis, updating and revising as needed.

Additionally, the incumbent is responsible for the following duties including but not limited to the following:
Managing resources needed to support and maintain the registration and scheduling of D.C. Government
employees in city-wide education and training programs; Working closely with subject matter experts and
specialist in functional program areas throughout D.C. Government; Conferring with other governmental agencies
and contractors to conduct studies and evaluations of the latest available technologies; Conducting current and
long-range training studies and preparing reports; Developing statements of work for potential contractors that
reflect agency education and training policies; Performing other related duties as assigned.

QUALIFICATIONS AND EDUCATION

- Individual must possess at least one (1) year of specialized experience equivalent to the grade 12 level.

- Bachelor's Degree from an accredited business school, college or university in human resources, psychology or
other closely related degree. OR

- An equivalent combination of education and experience may be accepted.
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