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A Multi-Service Community Health Center for

 Medical, Dental, Mental Health, Substance Abuse, and Community Education

JOB ANNOUNCEMENT

Staff Development Coordinator
Administration- Human Resources
Salary: DOE, w/competitive benefits package

Closes:  2/9/12
Who may apply: All qualified candidates

Where to apply: 

·  Apply in person:  606 12th Avenue S, Pearl Warren Building, Seattle, WA 98144

·  Apply by mail:  P.O. Box 3364, Seattle, WA 98114 
·  Apply by fax:  (206) 324-8910
·  Apply by email:  sabrinaz@sihb.org
·  You may download the job announcement and application materials at www.sihb.org.
·  Questions:  (206) 324-9360 ext. 1123. 

Required forms and materials: A completed Seattle Indian Health Board application and affirmative action data record, resume, and cover letter.
Incomplete or late application materials may not be processed.
Job Summary:

This position is responsible for assisting in the development and implementation of a comprehensive entry level training program that supports the SIHB mission and values. This will include obtaining, developing, preparing and implementing training programs for entry level staff based on the training needs identified.

Duties: 

1) Assist in the design and coordination of the entry level training program including: employee surveys, learning objectives, course content, course materials, presentation and training program evaluation. Also includes assisting in the development of computer based training modules.

2) Create individual development plan templates and meet with entry level staff regarding career and development planning.

3) Consult with managers and supervisors to identify training needs. 

4) Draft and recommend policies, procedures and processes pertaining to training and other issues as they arise regarding the training and development function.

5) Assist in the development of career ladders and a formalized mentorship program.

6) Develop and maintain training database to include records and reports on staff training participation.

7) Provide quality monitoring and gather feedback on the training program. Revise program as needed.

8) Maintain training program material such as videos, books and related training aids.

9) Other duties as assigned.

Education: BA/BS in related field

Experience: 2 years experience in staff training and development. Experience

building/working with computer based training modules.

Knowledge/Abilities: Knowledge of training program design, presentation and

evaluation. Working knowledge of front line, customer service functions. Ability to

present training materials effectively. Ability to effectively communicate at all levels in

the organization. Must be able to work independently.

Other Requirements: Familiarity with the health and social issues facing the American Indian/Alaska Native population and a desire to serve our population. Successful completion of a background check.

This position is funded primarily through a specific grant, funding is scheduled to end December 31, 2012. This potential end date does not constitute a contract, the SIHB is an at-will employer.

Seattle Indian Health Board is an equal opportunity employer and encourages all qualified applicants to contact the agency about current vacancies and future employment opportunities.

Indian hiring preference may apply to some positions (as defined in Title XXV, US Code Sections 44-46 and 474.)

� EMBED Microsoft Drawing ���








12JA Staff Dev Coor
Page 2 of 2

_93726736

