Competenciesfor a Training & Development
Executive

Competencies are basic skills employees need torpetheir job duties and tasks. All are broad
areas that can be improved through training, jgieaence and development. Training and
development managers must also exhibit certaircgobpetencies to perform their job functions,
including basic knowledge of human resources, wtdeding of adult learning principles, time
management and leadership skills.

Job Duties

Training and development managers work closely witinan resources staff, management and
executive leadership to implement adult learnind @maining at all levels within the

organization. Their duties range from advising @eleexecutives on employee development
trends to supervising training specialists and jliog them with guidance on how to build
facilitation skills. In addition, training and ddeement managers conduct needs assessments to
determine employee strengths as well as areas wiagnang could be most beneficial.

Human Resour ces K nowledge

Since they mostly operate out of human resourcarti@ents, training and development
managers must have a basic understanding of hussannces strateqy, principles and functions.
Training managers should know how training and bgment supports the workplace, how




training fits into the performance management sysiad the impact training has on
performance measurements.

| ndustry K nowledge

Industry knowledge consists of understanding ddalning theory and techniques, employee
development trends, technology-based training nustlamd best practices for encouraging
employee patrticipation in the development procéssining and development managers
generally have been training specialists at sonm paring their careers and have been
promoted as a result of their effectiveness, peréorce and industry knowledge.

| eader ship Skills

Training and development managers supervise spsialther new to the field or who focus on
just one or two areas of employee training. Consetiy, leadership and time management skills
are competencies managers must have to overseewrestaffs. In addition, the leadership
skills they exhibit in doing so are also a requiegtnin implementing in-house training for other
supervisors and managers. The same techniquetsdimittg and development managers pass on
to workplace supervisors and managers are the shiftethey use to manage and provide
guidance to their own employees.

Functional Expertise

Verbal communication skills are at the foundatidfumctional expertise for training and
development managers. The ability to facilitateubgroup discussions, conduct classroom
learning sessions, seminars and workshops ares skill training and development manager
should have. Public speaking capabilities — sonmegineferred to as platform skills — are an
essential component of a training and developmemaner’s skills. They also must be able to
develop these very skills in employees reportinthém.




