EMPLOYEE AND ORGANATIONAL DEVELOPMENT OFFICE

Job Title: EOD Office GA Position 
Reports to: Assistant Director of Human Resources for Employee Development
Summary: Assists with activities related to the overall operation of the Employee Development Office 
Duties and Responsibilities:
· 20% - Designs and deliver face-to-face professional development trainings on a variety of topics

· 20% - Prepare teaching and visual aids, instructional materials, web-based computer modules, and reference materials appropriate to specific program objectives

· 15% - Design, maintain, and evaluate online trainings 

· 10% - Work with large databases, keeping information up to date and accurate
· 10% - Enters data in registration and training record databases
· 10% - Enters data, analyzes and summaries training evaluations

· 3% - Process I Caught You Caring forms

· 3% - Researches best practices related to HR programs and procedures

· 3% - Answers office phone, takes messages and provides overall assistance to callers

· 3% - Oversees certificate programs (intake, graduation, and event planning)

· 3% - Performs miscellaneous job-related duties as assigned

Knowledge, Skills, and Abilities Required:
· Advanced verbal and written communication skills 

· Ability to multi-task and prioritize projects 

· Strong interpersonal communication skills to work effectively with a wide range of constituencies in a diverse population
· Knowledge of service excellence standards and procedures

· Strong leadership skills 
· Ability to make procedural decisions and judgments

· Skill in organizing resources and establishing priorities

· Ability to determine training objectives
· Ability to use logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions, or approaches
· Skill in proofreading and attention to detail
Working Conditions and Physical Effort:
· Work is normally performed in a typical interior/office work environment
· Frequent contact with others via telephone, e-mail, and face-to-face interaction
· Moderate physical activity. Sometimes requires handling of average-weight object up to 25 pounds
· No or very limited exposure to physical risk
Minimum Job Requirements: Bachelor’s degree required in a related Administrative, Business, Liberal Arts, or Social Sciences discipline, and has been accepted into a Graduate-level Program at VSU. 
Preferred Software Skills: Qualtrics, SPSS, Microsoft Office
Internship positions are also available. These positions require special project assignments related to the goals and objectives of the internship experience.[image: image1.png]



