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Training Manager

Research Management

Overview Statement


The Training Manager is responsible for developing and executing the training plan for Partners Research Management.  The scope of the training plan includes Grants & Contracts and Research Finance staff supporting BWH, MGH, MCL and SRH, and external personnel, including departmental research administrators and researchers at all Partners affiliates.  

Principal Duties and Responsibilities:
· Develop a comprehensive training plan for all levels of staff within Research Management and for departmental grant administrators at BWH, MGH, McLean and Spaulding.  

· Work closely with external consultants (Tandem Solutions) and the VP of Research Management to develop and implement a three phase formal workforce development plan, including on-boarding of new employees; delivering customer focused service; and a comprehensive performance management program.  

· Design and develop training materials. Materials could include: course content, case studies, flow diagrams, handouts, visual charts, PowerPoint presentations, computer based training, videotapes, overheads.

· Working with the InfoEd implementation team, manage the ‘train-the-trainer’ process for the rollout of electronic grants submission. 

· Hire and supervise up to three training specialists / coordinators.

· Oversee and manage the training activities of the Senior G&C Administrators and Officers.

· Manage the on-boarding process for new hires in Research Management, including: orientation to Partners, BWH/MGH and departments for which the candidate is responsible; training on applicable information systems (see above); training on internal policies and procedures; education regarding interactions with other Partners corporate departments (e.g. CSCR, CSRL, Development, Finance, Materials Management, OGC and Human Studies.) 

· Oversee training for new staff on the use of applicable research information systems, including InfoEd, Peoplesoft Projects / Billing / Receivables modules, Peoplesoft Manager Self-Service (data changes), Document Direct, BICS, Journal Entries (data changes), Insight, NIH Commons, CDMRP, Grants.Gov.  

· Work closely with the Partners Director of Research Compliance to develop training curriculum on topics related to research compliance.

· Manage training for new departmental grants administrators on pre-award and post-award processes; institutional grant policies, access to applicable forms and websites and use of information systems.  

· Keep current on all pertinent NIH and institutional policy changes and, working with the Research Management Communications Consultant, educate staff on these changes. 

Qualifications


· Bachelor’s degree combined with at least ten years experience in research administration or Associates degree and at least twelve years experience in research administration, in a medical center or hospital environment, required.  

· Excellent knowledge of the complete grant life cycle, including pre-award and post-award grant processes, financial reporting and federal audits.  Must have deep working knowledge of the NIH grants process.  

· Ability to hire, train and manage staff. 

· Membership in SRA and/or NCURA a strong plus.  

· Demonstrated experience training staff in both an individual and a group setting required.  

Skills/Abilities/Competencies Required

· Solid proficiency in Word, Powerpoint and Outlook

· Demonstrated writing skills and ability to develop written training materials.

· Exceptional interpersonal and communication skills to relate appropriately and effectively to diverse audiences.

· Must be an exemplary public speaker and at ease delivering training sessions and in moderating large groups.

· Ability to understand and communicate conceptual and technical ideas.  

· A self-starter who has the ability to work autonomously and manage multiple projects simultaneously.

· High degree of comfort working in a highly-matrixed environment. 

· Excellent project planning and organizational skills, and ability to coordinate programs and logistics.

WORKING CONDITIONS

The Department operates in an office environment across multiple locations in Boston.  The environment is extremely deadline oriented, requiring the ability to manage and balance multiple priorities simultaneously.  

SUPERVISORY RESPONSIBILITY
Directly manage up to three employees and indirectly up to eight employees. Oversee training activities for approximately 125 internal staff, 200 departmental staff and 2000 principle investigators. 

FISCAL RESPONSIBILITY
Responsible for an annual training budget of approximately $500,000.  The Training Manager will support staff whose activities generate $1B annually for Partners Healthcare.  
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