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JOB DESCRIPTION

Job Classification: 		Director of Training and Workforce Development
Reports to:			Chief Operations Officer/Chief HR Officer
Supervises:			TBD
FLSA Classification: 		Exempt
Last reviewed: April 30, 2026
									
POSITION PURPOSE:

The Director of Training & Workforce Development is responsible for leading, coordinating, and continuously improving all onboarding and ongoing training programs across the organization. This role ensures employees are equipped with the knowledge, skills, and tools needed to deliver high-quality patient care and operational excellence. 
This leader does not serve as the primary trainer, but instead provides strategic direction, structure, and oversight for training programs delivered by a team of subject matter experts (SMEs). The role partners closely with Operations, HR, and department leaders to align training with organizational priorities, regulatory requirements, and patient experience goals.

MINIMUM QUALIFICATIONS:

Education & Experience
· Bachelor’s degree in Business, Human Resources, Education, Organizational Development, or related field (or equivalent experience).
· 8+ years of experience in:
· Training program management, operations
· Leading onboarding and training initiatives
· 2+ years of leadership experience preferred.
Healthcare experience is helpful but not required.
Skills
· Strong knowledge of and experience in adult learning principles and training best practices
· Strong program and project management skills.
· Ability to lead through others.
· Experience building structured, scalable processes.
· Strong organizational, planning, and prioritization skills.
· Ability to analyze data and translate insights into action.
· Excellent communication and stakeholder management skills.
· Experience working in high volume hiring, multi-site, or operational environments.
· Strong change management and process improvement mindset.
· Strong collaboration and relationship-building skills.
Physical Requirements:
This position requires the ability to perform the essential functions of the job with or without reasonable accommodation. The role may require periods of sitting, standing, walking, and using standard office equipment.
· This position is on-site. It is not a remote position. 
· Travel between clinic sites is required.

JOB RESPONSIBILITIES:
[bookmark: _Hlk42616620]Training Strategy & Governance
· Lead the development and execution of a comprehensive, organization-wide training strategy.
· Establish and maintain a training governance model (prioritization, intake, scheduling, accountability).
· Develop and maintain standardized onboarding frameworks for all roles (clinical and non-clinical).
· Ensure alignment between training initiatives and organizational goals, operational workflows, compliance and patient care standards.
Onboarding & New Hire Experience
· Oversee the design and consistency of new hire onboarding programs across all departments.
· Ensure onboarding is structured, scalable, and delivers a consistent employee experience.
· Partner with HR and department leaders to ensure smooth transitions from hire to full productivity.
Training Program Coordination & Delivery Oversight
Coordinate training efforts across:
· Certified Medical Assistants (CMAs)
· Certified Nursing Assistants (CNAs)
· Dental Assistants (DAs)
· Front Office/Patient Access teams
Ensure SMEs and administrators:
· Deliver training effectively
· Maintain training schedules and completion
· Track and report progress
Support development of training programs for:
· Providers
· PAC
· IT
· Business Office
· Pharmacy

Team Leadership & Capability Building
· Lead, coach, and develop a TBD team and SMEs.
· Establish clear expectations, accountability, and performance standards.
· Build team capability in training delivery, consistency, and documentation.
· Foster a culture of continuous learning and operational excellence.
Standardization & Process Improvement
Ensure the following are created and kept up to date:
· Training playbooks
· Standard operating procedures (SOPs)
· Competency checklists and tools
· Identify gaps and drive continuous improvement in training processes and systems.
· Ensure training is efficient, scalable, and adaptable to organizational growth.
Compliance & Quality Assurance
· Ensure all training meets:
· Organizational policies
· Regulatory and accreditation requirements
· Clinical and operational standards
· Maintain accurate training records and audit readiness.
· Partner with compliance, quality, and leadership teams to address training-related risks.
Measurement & Reporting
· Develop and track training metrics and dashboards, such as:
· Time to productivity
· Training completion rates
· Quality and performance outcomes
· Use data to identify trends, gaps, and opportunities.
· Provide regular updates and recommendations to senior leadership.
Cross-Functional Partnership
· Partner with:
· Operations leaders
· Human Resources
· Compliance, Quality and Safety
· Clinical and Dental leadership
· IT and Business Office teams
· Pharmacy
· Serve as a strategic advisor on training, onboarding, and workforce readiness.
· Lead or support training components of new initiatives, system changes, and process rollouts across Valley View Heath Center.
Apprenticeship Programs, Externships & Workforce Pipeline Development
· Lead and coordinate all organizational apprenticeship programs and externship placements, ensuring alignment with workforce needs and long-term talent pipeline strategies. 
· Partner with Service Line Administrators to establish and maintain affiliation agreements and contracts with educational institutions and training programs. 
· Ensure all required documentation, agreements, and compliance requirements are accurately completed and submitted to partner schools and programs in a timely manner. 
· Oversee the onboarding and participation of apprentices, ensuring they understand program expectations, requirements, and timelines. 
· Monitor apprentice progress and externships through regular review of evaluations, progress reports, and competency checklists, ensuring successful and timely program completion. 
· Partner with operational leaders and SMEs to ensure apprentices and externs receive comprehensive, hands-on experience across all required competencies and functional areas. 
· Ensure all required competencies, skills validations, and program milestones are completed, documented, and signed off in accordance with program standards. 
· Administer and track apprenticeship and externship agreements, ensuring: 
· Agreements are fully executed prior to program start 
· Employees clearly understand program terms, including any applicable post-completion employment commitments and repayment obligations, if applicable 
· Serve as the primary point of coordination between the organization, educational partners, and internal stakeholders to ensure a consistent, high-quality apprenticeship or externship experience. 
· Identify opportunities to expand or enhance apprenticeship programs and externship programs to support hard-to-fill roles and long-term workforce development needs.

Community and External Partnerships
· Maintain relationships with schools and universities with applicable programs.  
· Represent the organization in a professional manner that reflects its mission and values.
Performs other related duties as assigned. 

Key Success Factors
· Creates clarity, structure, and accountability where it does not exist today.
· Builds a consistent, high-quality onboarding and training experience across all roles.
· Develops and enables SMEs to deliver effective training.
· Drives measurable improvements in employee readiness, performance, and retention.
· Serves as a trusted partner to Operations and leadership.

ACKNOWLEDGMENT:

Job Description Disclaimer
This job description is intended to describe the general nature and level of work performed by individuals in this position. It is not intended to be an exhaustive list of all duties, responsibilities, or qualifications associated with the role. Management reserves the right to modify, add, or remove duties and responsibilities as organizational needs change.
The duties described in this job description are considered the essential functions of the position unless otherwise indicated. Employees must be able to perform the essential functions of the position with or without reasonable accommodation in accordance with applicable laws.
By signing below, the employee acknowledges that they have reviewed this job description and understand the general responsibilities and expectations of the position. This document does not create an employment contract and does not alter the at-will employment relationship between the employee and the organization.

__________________________________________	_______________________
Employee Signature					Date

__________________________________________	________________________
Supervisor Signature					Date
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