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	Job Title:   Training Specialist
	FLSA Status:  Exempt

	Department:  Human Resources
	Reports To:   VP of Human Resources 


APPLY AT:  https://www.jjins.com/HR/
Position Overview: 
The Training Specialist will be focused on all Johnson & Johnson training programs. Through certified J&J department trainers, the Learning Management System and developing/facilitating training programs, the Training Specialist will ensure that employees are successfully trained to do their jobs and that the employee’s continuous learning experience from start to finish is a high quality, positive one.
Job Responsibilities:
· Serve as primary System Administrator for ARC (Academic Resource Center) the J&J Learning Management System (LMS).
· Oversees Johnson & Johnson University (JJU), including, but not limited to developing content, selecting presenters as well as facilitation.
· Lead Emerging Leaders program, including selection criteria/process, design, training and project oversight.
· Design, develop and facilitate management and leadership training classes on a scheduled or as needed basis.
· Coordinate the Sales Role Play and other Role Play training programs 
· Coordinate training for operational implementations.
· Identify and prioritize training needs within J&J.
· Serve as a training consultant to other HR team members and J&J managers.
· Meet with department leaders to coordinate training efforts.
· Develop or assess current training materials to meet department needs.
· Evaluate and develop department on-the-job trainers.
· Evaluate training effectiveness, develop testing where appropriate.
· Manage the J&J training calendar and external on-line education options.
· Coordinate training for new acquisitions. (may require travel)
· Monitor Positional Training Plans and Career Paths for usage, re-design etc.
· Stay informed on the latest in training techniques and/or programs.
· Participate in HR team functions and assist HR team with J&J event support.

Education and Work Experience:
· Relevant degree preferred.

· A minimum of 5 yrs. of experience in Training & Development preferred.
· Management experience (for credibility when training on management topics). 
· PHR, SPHR, SHRM-CP, SHRM - CSP or CPLP training certification preferred.

Knowledge Skills & Abilities:
· Working knowledge of current employment law.
· Comfortable building relationships at every organizational level.
· Excellent public speaking, training and presentation skills.
· Must be fluent in MS Office Suite:  Word, Excel, PowerPoint and Outlook.
· Successful administration of a Learning Management System. (LMS)
· Effective written and oral communication skills.
· Ability to manage multiple training programs and priorities at once.
· Ability to synthesize information into effective training programs.
· Experience with training Development Software preferred.
· Comfortable working independently or as part of a team.
· Ability to travel to other J&J offices and conferences etc. required.
· Perform all other duties as assigned. 
Typical Physical Demands:

· Requires the ability to sit or stand for long periods of time, occasional stooping, and reaching; May require lifting-up to 25 pounds; requires normal range of vision and hearing with or without accommodations.
Employee Signature:   ​​​​___________________   Date:  ___________________
NOTE:  This job description is not intended to be all-inclusive. Employee may perform other related duties as negotiated to meet the ongoing needs of the organization.
