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JOB DESCRIPTION 
 

TITLE 
   Manager Training and Procedures 

NUMBER 
    50018625 

JOB FAMILY 
   Human Resources 

GRADE 
    12 

DATE REVIEWED 
   May 2012 

FLSA CLASSIFICATION 
    Exempt 

JOB SUMMARY 
Strategically develop training programs and procedures to ensure knowledge transfer inorder to maintain a highly 
trained and effective workforce; develops and implements emergency response and continuity procedures for 
power generation; and provides advice to the Labor-Management Training Committee [LMC] for power generation; 
run responses for the sucessful conduct of LMC and Joint Apprenticeship Training. Facilitates, advises and 
adminsters apprenticeship programs; represents the Company’s interest to regulators, agencies, industries, 
educational partners and others in training procedures and workforce development; and serves as technical expert 
to management regarding apprenticeship training and related procedure issues. 
 
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. 
 Leads strategic policy development for knowledge transfer and retention through effective procedures and 

training programs. 
 Represents the Company to regulators, agencies, educational institutions and other entities with respect to 

training compliance and reporting. 
 Facilitates and/or provides advice to the Labor-Management Training Committee regarding employee’s 

development, including knowledge, skills and abilities requirements; methods of instruction and of evaluation; 
and conduct required testing of qualifications for specific upgrade or occupations. 

 Facilitates and provides advice to the PSE Joint Apprenticeship Training Committee about apprenticeship 
occupations at PSE;  

 Administers apprenticeship qualification process and ensures compliance with standards and regulations; 
validates and ensures proper training standards and programs are developed as required in accordance to 
apprenticeship standards and regulations. Ensures accurate and timely reporting.   

 Prepares and manages departmental budget. 
 Develops strategic initiatives to address long-term workforce development and knowledge retention issues.  
 Collaborates with groups and departments to develop company-wide training infrastructure, support 

mechanisms and leverages resources to provide effective training and support for individual work groups. 
 Collaborates with industry, educational, state and agency stakeholders to develop programs, training venues 

and opportunities to provide a qualified and diverse labor pool from which to draw new employees. 
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 Provides outreach and support to communities, universities, colleges, centers of excellence, workforce 
development programs, and initiatives which impact labor pools in areas where the PSE draws employees. 

 Performs other duties as assigned. 
MINIMUM QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 Bachelor’s degree in Education or Adult Learning, or equivalent experience.  
 Demonstrated 5+ years experience related to training and development, 3 yrs in a leadership role. 
 Familiarity with utility power generation training needs and requirements 
 Excellent communication, interpersonal, analytical and presentation skills. 
 Demonstrated experience in leading and influencing cross-functional teams and stakeholders. 
 Demonstrated experience in utility power generation construction, operations and maintenance. 
 Proficient with word processing, presentation and spreadsheet applications. 

DESIRED QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 Extensive experience with power generation training, standards development and safety programs. 
 NJATC Test Administrator Qualification. 
 Demonstrated craft technical skills or field experience especially in an apprenticeship program setting.  
 Ten years of increasingly responsible work in project development and implementation. 
 

 


