PAGE  

[image: image1]

[image: image2.png]=

Chattahoochee




HR Training and Support Technician



                HRPD05.02
Human Resources and Professional Development                                 FLSA Duties: Non-exempt
JOB SUMMARY

The HR Training and Support Technician is primarily responsible for managing and maintaining all mandatory training programs for the College. This position provides outreach, develops training plans/schedules, and maintains currency on various training technologies and platforms. This position is responsible for the timely administration of all training assignments and for the monitoring of training completion data for the College. Additionally, this position is responsible for general HR Support.

MAJOR DUTIES

Training

· Administers mandatory training program for the entire College 

· Develops, monitors, updates, posts, and communicates training schedule/assignments for all employees

· Assists users with login and password retrieval and general training support and reminders.

· Assigns training to existing and newly hired employees 

· Communicates critical training updates to employees, supervisors, and appropriate HR team members and monitors training progress.

· Prepares, downloads, and reviews training reports and communicates information for same

· Schedules internal and external training programs for exempt, non-exempt, and hourly employees 

· Maintains all mandatory training platforms with current participant lists; adding new employees to the various platforms and removing departed employees

· Schedules and participates in meetings with various training providers (Get Inclusive, ATOS, ProofPoint etc.)

· Communicates with faculty and administrators as applicable to foster alliance and training resources

· Routinely, effectively and efficiently maintains training records across all training platforms
· Ensures that training certification requirements are met and may conduct records audit to ensure compliance; provides timely training completion rate updates 

· Maintains currency on all training technologies, products, statutory and technological changes and advises management of appropriate training responses 

General HR Duties:

· Assists with data preparation for surveys or reports to include the Integrated Postsecondary Education Data System (IPEDS), HR Survey and the affirmative action plan.

· Runs queries and reports (Peoplesoft, Banner, EZHR, Bluefin, etc.) as requested

· May scan and access records stored in SoftDocs 

· Performs general clerical duties such as scanning/filing and providing general customer service for College employees and former employees

· Serves as back-up for Banner tickets, PeopleSoft, the job description warehouse, employment verifications and other systems as directed 

· Places interview files and other files in vault in Marietta A building 

· Reviews HR documents for retention and obtains destruction approval from supervisor in accordance with State of Georgia Retention Schedule; completes destruction of documents

· Serves as backup for HR representatives as necessary.

· Ensures that employment law posters are maintained on campuses and on the college intranet

· Regular attendance is required.

· Performs other related duties as assigned.

KNOWLEDGE REQUIRED BY THE POSITION

· Knowledge of modern office practices and procedures.

· Adept at learning new technologies and to quickly gain proficiency to manage multiple training databases (BlackBoard, Proofpoint/ATOS, GetInclusive)

· Knowledge of Excel, Word.

· Knowledge of customer service standards.

· Knowledge of department and college policies and procedures.

· Knowledge of and ability to adhere to related Federal and State laws.

· Ability to adhere to State of Georgia Retention Schedule.

· Skill in the operation of computers and job-related software programs.

· Strong prioritizing, communication, decision making and problem solving skills

· Ability to work independently 

SUPERVISORY CONTROLS

The supervisor assigns work in terms of general instructions. The supervisor spot-checks completed work for compliance with procedures, accuracy and the nature and propriety of the final results.

GUIDELINES

Guidelines include the TCSG policies and Chattahoochee Technical College practices and policy interpretations and supervisory instructions. These guidelines are generally clear and specific, but may require some interpretation in application. 

COMPLEXITY/SCOPE OF WORK

· The work consists of related administrative and clerical duties. Frequent interruptions contribute to the complexity of the position.

· The purpose of this position is to effectively implement the College’s mandatory training program and to complete general HR responsibilities to support the department. Success in this position contributes to the College’s training data reported to the State and also the efficiency and effectiveness of department operations.

CONTACTS

· Frequent communication contacts are typically with co-workers, faculty and staff, and members of the general public.

· Contacts are typically to providing updates and guidance, to resolve training/technology problems, or to give or exchange other HR-related information. Explains facts, practices, policies, etc. to others within, and external to, the organization. 

PHYSICAL DEMANDS/ WORK ENVIRONMENT

· The work is typically performed while sitting at a desk or table, or standing in a file room.

· The employee periodically lifts objects of 15 pounds or more, kneels, stands, walks, bends.

· The work requires the ability to distinguish between shades of color.

· Regular attendance is required.

SUPERVISORY AND MANAGEMENT RESPONSIBILITY

None.

MINIMUM QUALIFICATIONS

· High School Diploma or equivalent required.

· Sufficient experience to understand the basic principles relevant to the major duties of the position, usually associated with the completion of an apprenticeship/internship or having had a similar position for one to two years.

· Possession of or ability to readily obtain a valid driver’s license issued by the State of Georgia for the type of vehicle or equipment operated.

TELEWORK

This position may be authorized to telework up to 50% of a 40 hour workweek with supervisor approval.

   SALARY/BENEFITS

· Salary is $35,605.97.85 annually.

· Benefits include: paid holidays, annual leave, and the State of Georgia Flexible Benefits Program.

· Please be aware that all Chattahoochee Technical College employees must be paid by DIRECT DEPOSIT unless exempted by the State Accounting Office based on “hardship” evidence provided by the employee
APPLICATION PROCEDURE:  APPLY ONLINE ONLY @ www.chattahoocheetech.edu and select “Contact Us” then “Jobs and Careers at CTC.”    For a complete file, fill out an online application, upload cover letter, resume, unofficial transcripts and include three professional references’ contact information on application. Before a candidate is hired, a pre-employment criminal background investigation, motor vehicle records check and employer/professional reference check will be conducted.  Following screening, candidates may be asked to submit further documentation.  If conditional offer of employment is made, applicant may be subject to drug and/or alcohol testing appropriate to the position.

RESPONSE DEADLINE:  Open until position is filled. 

EMPLOYMENT POLICY: As set forth in its student catalog, Chattahoochee Technical College does not discriminate on the basis of race, color, creed, national or ethnic origin, gender, religion, disability, age, political affiliation or belief, genetic information, veteran status, or citizenship status (except in those special circumstances permitted or mandated by law). The following person(s) has been designated to handle inquiries regarding the non-discrimination policies: Chattahoochee Technical College Title IX Coordinator, 

Shanequa Warrington, 980 S Cobb Drive, C 1102B, Marietta, GA 30060, 770-975-4023,   Shanequa.Warrington@chattahoocheetech.edu and Chattahoochee Technical College Section 504 Coordinator, Caitlin Barton, 5198 Ross Road, Building A1320, Acworth, GA 30102, (770) 975-4099, or Caitlin.Barton@chattahoocheetech.edu
A Unit of the Technical College System of Georgia










