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SAN BERNARDINO COMMUNITY COLLEGE DISTRICT

ASSISTANT DIRECTOR OF INSTITUTE FOR TRAINING AND DEVELOPMENT

DEFINITION: Under the supervision of the Director of Institute for Training and Development, the Assistant Director is responsible for providing performance consulting services to the community colleges identified in the Business and Workforce Performance Center of Excellence Economic Development grant; is the subject expert in the use of the performance-based training model; and is responsible for program and resource development related to business and workforce performance.  The Assistant Director is involved in the day-to-day operation of the Center of Excellence, and will actively participate with regional economic development organizations within this region. 

EXAMPLES OF DUTIES:

1. Reviews the Region 9 Plan to identify industry clusters and emerging growth industries.

2. Provides assistance to Region 9 colleges in conducting front-end analyses prior to developing training or non-training solutions.

3. Assists and coaches college practitioners in applying performance improvement concepts and practices learned in both training and working with employers.

4. Serves as the regional resource for the colleges on their needs or issues relating to performance improvement or front-end analysis process.

5. Provides technical assistance, mentoring, and a variety of resource information and materials in order to assist other college professionals in the development and implementation of their own performance-based training and business performance improvement services for business, industry, and governmental employers.

6. Selects and utilizes appropriate data collection methods, analyzes data, and identifies ideal and actual performance, and causes for gaps, if there are any.

7. Advises regional colleges on the design of training and non-training solutions based on the analysis of the data collected.

8. Facilitates strategic planning meetings with Region 9 colleges and employers.

9. Assists in the management of the grant budget and audit trail process.

10. Assists in the preparation and submission of required data and performance reports to include weekly, monthly, quarterly, and annual reports.

11. Establishes Center database and link with ED>Net Web page/home page.

12. Assists in the coordination of activities with other Centers of Excellence.

13. Attends all workshops and training required for the Regional Center of Excellence staff and participates in local, regional, ED>Net and statewide meetings and skill building training as requested.

14. Performs other duties as assigned.

MINIMUM QUALIFICATIONS:  

Education and Experience

A Bachelor’s degree in any of the following: organizational development, human resources development, human performance technology, business or related field. A minimum of three years of business experience, which must include at least one-year of experience in performance consulting.

Knowledge 

Knowledge of standard business principles, practices and procedures; business/profitability assessment techniques, and marketing strategies; performance-based education, training, and professional development principles; experiential learning and adult learning theories; and applicable policies and procedures. 

Ability

Ability to work independently and exercise sound judgment in determining and carrying out business analyses; prepare concise written reports; perform effective business analyses; develop and implement marketing strategies; manage a departmental budget; use the Center’s human and material assets to meet the developmental needs of the college; make group presentations and demonstrate excellence in oral, written, and interpersonal communications.

Special Requirements

A valid California driver’s license and use of an automobile. 
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