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	Job Title: RESEARCH TRAINING MANAGER
	Job Code: 

	FLSA: Exempt 
	Pay Target: 

	Date: January 2007
	Supervisory Responsibility: None


General Description of the Job Class

The Research Training Manager (RTM) for the Office of Research Training and Education (ORTE) is responsible for content development and training delivery of research administration. The RTM is responsible for the operation of the research and training education program, a program designed to educate faculty and staff in research [Note: “research” is a process. You may mean “grant solicitation” instead of just “research.” Are you really training faculty members to “conduct research” or to “obtain funding for their research projects”?] with the ultimate goal of providing quality service to the University. This position assists in the design and implementation of core research curriculum ??? and specialty workshops. With respect to electronic research administration (eRA) initiatives, the RTM primary responsibility is to ensure that adequate information and training is provided to faculty and staff, but will also assist with development and implementation of eRA systems as needed. Other duties as assigned.

Duties and Responsibilities of this Level

Develop an education, training and development model and determine the education, training and development needs that link directly to grant goals and objectives; 

Collaborate with senior leaders to develop guiding principles, strategies and plans; conduct comprehensive needs assessments; determine education, training and development priorities based on assessed needs, grant impact and available resources; 

Coordinate existing training programs and provide consultation to faculty and staff for development of grant-specific training; 

Design, conduct and/or broker the delivery of training programs from a variety of resources; research, evaluate and select outside consultants and trainers to meet training needs as appropriate; 

Prepare budgets and develop the administrative framework required to support education, training, and development programs and initiatives; formulate policies, procedures and schedules to support education and training operations and initiatives;
Develop methods, procedures and systems to support learning initiatives and records maintenance; evaluate and measure the effectiveness of training and development programs; 

Conduct research [on what?], collect data [on what?] and write reports [on what?] to support the timeliness, accuracy and quality of training decisions; [Note: if this is to support the training decisions, it may read more clearly with “Conduct research, collect data, and write reports on the effectiveness and return of investment in training decisions.” This is similar to the task 3 down…..
Identifying training and development needs within an organization through job analysis, appraisal schemes and regular consultation with faculty and staff;
Designing and developing training and development programs based on the organization’s and individual’s needs; 

Considering the costs of planned programs and keeping within budgets; assessing the return on the training investment; 

Working in a team to produce programs that are satisfactory to all relevant parties in an organization, such as line faculty and staff; 

Conducting appraisals of what?; 

Devising individual learning plans; 

Producing training materials for in-house courses; 

Managing the delivery of training and development programs; 

Monitoring and reviewing the progress of trainees by using questionnaires and through discussions with principal investigators; 

Ensuring that statutory and grant training requirements are met; 

Evaluating training and development programs; 

Amending and revising programs as necessary, in order to adapt to the changes that occur in the work environment; 

Helping line principal investigators to solve specific training problems, either on a one-to-one basis or in groups; 

Keeping up to date with developments in training by reading relevant journals, going to meetings and attending relevant courses;
Using IT to produce training materials and manuals; 

Increasingly, having an understanding of e-learning techniques as they relate to research.

Required Qualifications at this Level

	Education:
	· Work requires completion of a Bachelors degree in preferably Secondary Education and/or English. [Not necessarily, you may find a great researcher with a math or science background who has experience in training or faculty development or curriculum development. I would indicate a preference in a research-related field. Much more open.]
 




	Qualifications:
	·  3-5 years university research experience, preferably pre-award and post-award [Note that the terms “pre-award and post-award” indicate grants and “research” indicates doing a process whether it is grant funded or not. If you want experience in grant funding, then use those pre- and post- terms. If you want the experience to be in research processes, then forget those terms.]
· Presentation and instruction experience, including experience in designing classroom and web-cased courses [Why web-based courses?]
· Familiarity and work experience with web curriculum issues [Why? Is the training going to be in a web-based format?]
· Experience in curriculum development
· Research administration at a university with high-volume grants and contracts

· Strong verbal and written communication skills

· Demonstrated ability to work with diverse people

· Demonstrated ability to multi-task and to stay organized in a fast paced environment

· Demonstrated ability to quickly learn new things and to teach others.

· Demonstrated ability to perform independent analysis and to take initiative.
· [Need some experience with training adults or faculty---they are different than regular undergraduate students or company employees.]

[Note: all these required experiences are really good, but you could pick someone with savvy and a quick learning ability, and do pretty well!]




	Degrees, Licensure, 
and/or Certification:
	Certified Pre-Award and/or Post Award Grant Administrator [Note: These folks are hard to find with certifications. The certification process has not been in place for a long, long time. I would be great for the job, but I am not certified. The certification insures knowledge about grant proposal compliance to laws, rules, and interpretations of those, not that they are good at training. Maybe have this as a preference.]
 




	Knowledge, Skills, 
and Abilities:
	N/A 

 


Distinguishing Characteristics of this Level
[Note: Some consideration will have to be made about a bachelor level person training Ph.D.’s. It will be complicated at best, and difficult at worst. You also might consider a retired faculty member who wants to return to work instead of retire. This will be a fun job for the right personality. I truly LOVE my job, and it gives a great deal of creative and productive satisfaction to me, but it is partly because I am working with peers instead of “gods.” When I leave this job, they will probably hire a younger, less educated, less experienced person because they will want to keep the salary low. Just keep an open mind about the type of person you really want and who would want this type of position. I assume this is a new position and the person will actually have a role in creating and refining it????] 
N/A 
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