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FNSBSD JOB DESCRIPTION 

Job Title: Training Specialist 

Supervisor: Director of Compliance & Training Classification: Salary, 
Non-Represented 

Days/Months: 12 months Grade: 7 
 
Job Summary 
Coordinates and conducts compliance and human resources related school district training 
programs. Provides support and guidance to administrators and employees to clearly communicate 
required and supplemental training needs. Develops internal training programs and participates in 
coordinated training program development. Assists in the development, enhancement, 
communication, and training of district health and safety programs. 
 
Essential Job Functions 
Collaborates with a variety of internal and external stakeholders such as district and building 
administrators, supervisors, a variety of committees, and training consultant organizations for 
the purpose of serving as a liaison and resource in identifying employee training needs within 
the district. 
 
Plans, organizes, and conducts a variety of employee trainings such as new employee training, 
mandated training, and employee health/safety compliance trainings for the purpose of 
facilitating post-employment education of employees to meet department and district objectives 
and outcomes. 
 
Evaluates training materials for the purpose of implementing training activities that address 
identified training needs in accordance with district objectives and guidelines. Provides 
management with ad hoc reports as needed. 
 
Facilitates a variety of meetings and activities such as school-site meetings, trainings, 
committee meetings, and updates on HR processes and legal requirements for the purpose of 
presenting and disseminating necessary information for making decisions, increasing the 
efficiency and effectiveness of HR communication to the district, and enhancing excellent 
customer service. 
 
Maintains a variety of manual and electronic files and/or records (e.g. training procedure 
manuals, guides, course materials, handouts/visuals, training records, required reports, etc.) for 
the purpose of providing up-to-date information and reports and complying with regulatory 
requirements and established guidelines. 
 
Monitors training costs for the purpose of ensuring services are provided in compliance with 
department and district budget objectives and guidelines. 
 
Assists with writing and updating district plans and procedures including health and safety plans 
and works with the borough risk management department to develop and enhance district 
safety programs. 
 
Develops and oversees training tracking and prepare monthly deficiency reports for employees 
and supervisors/administrators who have training lapses. 
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Primary responsibility for planning and coordination of ESSA in-service training day. 
 
Performs duties as back up to other functional roles in human resources as needed including 
FMLA eligibility determination. 
  
Non-Essential Job Functions 
Performs other job-related duties as assigned.  
 
Equipment Used 
Usual office related equipment, including computer and printer as well as presentation 
equipment. 
 
Independent Decisions 
Makes independent decisions on day-to-day handling of issues and requests for assistance.  
 
Primary Working Contacts 
Principals, employees, supervisors, district administrators, and bargaining unit representatives. 
 
Responsibility for Cash, Equipment, Safety 
None. 
 
Supervision Received and Exercised 
None given; works under the supervision of the director of compliance and training. No 
supervision exercised.  
 
Unusual Working Conditions 
Position may involve stress due to the high volume of work and strict adherence to deadlines. 
Travel to and from schools is required.  
 
Evaluation 
Annual written evaluation. 
 
Physical and Mental Demands 
The physical demands of this position require frequent standing, walking, sitting, speaking, and 
hearing. Requires near vision to write and read printed materials and computer screens. 
Requires hearing and speaking to exchange information on the telephone or in person. The 
employee is regularly required to reach with his/her hands and arms and occasionally lift items 
weighing up to 20 lbs. Must be able to use carts, ladders, dollies, and stools to assist in moving 
or shelving items. Requires sufficient arm, hand, finger dexterity to operate a keyboard and 
other office equipment. Repetitive motions with wrists, hands, and fingers may also be required. 
Additionally, the employee must be able to communicate by oral and written means in an 
appropriate business manner and have cognitive skills to understand instructions, readily recall 
facts and details, handle conflict, and make effective decisions under pressure.  
 
The Fairbanks North Star Borough School District is committed to providing reasonable 
accommodations, according to the applicable state and federal laws, to all individuals with 
qualified physical or mental disabilities. 
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Job Qualifications 
The following are required: 

1. A bachelor's degree in human resources, business management, communications or 
related field. 

2. Three (3) years of experience in staff training to include experience in researching, 
drafting, presenting and evaluating training programs. 

3. Excellent organizational and analytical skills.  
4. Excellent ability to communicate information in writing and verbally in English.  
5. Must be able to research and present training programs in a thorough systematic 

manner. 
6. Must have knowledge of employment and labor law, training development, training 

evaluation and tracking.  
7. Must have the ability to analyze current training programs and present complex ideas 

and information to individuals at multiple levels of understanding.  
8. Must be able to travel to various schools and offices within the Fairbanks North Star 

Borough. While driving on district business, must hold a valid driver’s license, current 
vehicle insurance and registration.  
 

The following is preferred: 
1. Experience in the public sector and working in a unionized environment. 

 
Additional Job Information 
Fairbanks North Star Borough School District employees must possess the ability to read and 
write in English. This includes the ability to communicate in English with school staff, coworkers, 
and the public. Employees must also have the ability to comprehend and carry out oral and 
written directions and understand and follow English instructions and written documents.  
 
The Fairbanks North Star Borough School District is an Equal Opportunity Employer. 
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