Training Coordinator

Role:   Coordinate and communicate training activities and initiatives in assigned organization.

Responsibilities:

· Review training and qualification program requirements.

· Represent department/division training needs and priorities for Lab-wide training and qualification initiatives.

· Assist in the assessment and documentation of job, system, and location training and qualification needs.

· Conduct an annual review of organizational JTA links.

· Maintain current training and qualification information for organization's staff.

· Validate and maintain data in the Brookhaven Training Management System.

· Communicate training requirements and activities to organizational staff.

· Administer challenge exams in accordance with proctoring requirements.

· Coordinate training activities for organization.

· Act as liaison for training initiatives and activities.

· Maintain organization's training documentation.

· Maintain training certifications of employees.

· Maintain documentation/records for department-administered training.

· Prepare for and interface with auditors.

· Assist in the development and evaluation of Lab-wide training programs.

Accountabilities:

· To manager for representing organizational training needs and priorities and effective implementation of the Laboratory training requirements.

· To organizational personnel for timely and clear communication of training activities.

· To Training & Qualification staff for providing/maintaining accurate organizational training program data, for active participation and input, and for communicating initiatives back to organization.

Authorities:

· Oversee job training assessment process within the organization.

· Communicate training activities and initiatives to staff.

· Manage organizational training and qualification data.
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