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JOB DESCRIPTION 
 

TITLE 
   Mgr Training 

NUMBER 
    50024955 

JOB FAMILY 
   Human Resources 

GRADE 
    13 

DATE REVIEWED 
   May 2012 

FLSA CLASSIFICATION 
    Exempt 

JOB SUMMARY 
Manages a team of training professionals responsible for providing technical and non-technical training services 
across PSE while ensuring a safe, well-trained and qualified workforce, in keeping with requlatory requirements. 
 
Upholds the safety compliance standards inherent in PSE’s operating and/or field procedures related to work 
responsibilities. Promotes and supports a culture of total safety. 
 

JOB RESPONSIBILITIES 
 Employee Safety, Development & Team Building - Providing employees with coaching, feedback, and 

developmental opportunities and building effective teams: 
 Demonstrates a passion for safety. Promotes and supports a culture of total safety including eliminating 

at-risk behaviors by conducting safety audits and inspections, eliminating hazards and near misses, and 
attending safety meetings. 

 Sets clear expectations and holds employees accountable for performance as well as safety 
goals/targets where applicable. 

 Oversees training and development of employees directly and indirectly managed and makes effective 
staffing decisions. Ensures required training is successfully completed. 

 Challenges and inspires employees to achieve business results.  
 Accountable to ensure employees adhere to legal and operational compliance requirements, as well as 

safety standards.  
 Conducts and ensures the completion of performance reviews. 
 Provides coaching, direction and leadership support to team members in order to achieve employee, 

business, customer and safety results. 
 Manages a team of training professionals responsible for planning, developing, delivering and evaluating 

training program requirements that support company business requirements, and may focus on specific  
technical or non-technical requirements.  
 Works closely with leadership, external vendors, regulatory agencies and other PSE departments to 

ensure training requirements are well-understood and provided, in keeping with priorities.  
 Manages resources effectively to provide cost-effective training using a variety of modalities such as 

instructor-led, e-learning, and on-the job training such as apprenticeships.  
 Collaborates with leadership to drive a PSE culture of safety.  Ensures training deliverables and activities 

reinforce PSE's commitment to safety. 
 Leads and directs staff to provide high quality, highly effective learning experiences.   Directs team in strategy, 

prioritizing, methodology, staffing, budget, and performance measures. Develops and drives team goals that 
align with department and company goals. 

 Leads cross-functional teams to standardize work practices and procedures to support knowledge transfer and 
consistent quality to meet operational needs. 

 Works proactively to monitor, mitigate and advise appropriate leaders regarding proposed changes to 
regulatory requirements and workforce trends, that may impact PSE operations training requirements. 

 Contributes to the development of process, methodology and performance standards across departments as a 
shared service organization, to deliver efficient and effective training services.  

 Establishes and monitors annual department operating budget.  
 Performs other duties as assigned. 
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MINIMUM QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 Bachelor’s degree in Adult Education, Adult Learning, Training, Psychology, Business Administration or other 

related field; or equivalent work experience.  
 7 years management level experience including adult learning/education. 
 Demonstrated experience and skill in planning, prioritizing and delivering services in a shared service setting. 
 Demonstrated skill in change management, continuous process improvement, cross-functional teams and labor 

management processes.  
 Demonstrated skill in working successfully with internal and external stakeholders such as regulatory agencies. 
 Demonstrated ability to collaborate with regulatory agencies to promote company initiatives and objectives. 
 Must possess excellent communication skills, both oral and written. 

DESIRED QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 Certified Trainer or Master Trainer. 
 Depending on area of focus: 

 Project Management training or PMP certification. 
 Technical or other writing skills. 
 Working knowledge of structure and operations of PSE or similar utility. 
 Experience administering apprenticeship training programs. 

 Working knowledge of utility safety functions and practices. 
 

 


