
 

Training and Development Coordinator  

Job Description  
Reports To: Director of Program Operations   

FLSA Status: Non-Exempt  

Job Summary:  This is a professional position responsible for the development, 
coordination, maintenance of the Clearwater COG training programs.   

Essential Job Duties:  

1. Organizes, develops, schedules, assists with, and/or conducts routine Medicaid 
rule trainings for waiver providers and county board staff for DODD certification 
purposes, including SSA basics.  

2. Regularly reviews DODD rule updates; recommends changes to trainings based 
on new rules and creates new trainings to reflect new rules as needed.  

3. Develops, coordinates, and delivers trainings to large and small groups, both 
virtually and in-person. 

4. Coordinates and manages on-line trainings and classes through the COG Learning 
Management System (LMS) for waiver providers and county board staff for 
certification purposes. 

5. Works collaboratively with  subject matter experts from within the COG to develop 
trainings.  

6. Maintains a process to evaluate COG training offerings and makes 
recommendations for new and updated trainings.  

7. Assists with website development and design and maintains regular updates of 
website.   

8. Maintains and updates the COG’s social media sites. 
9. Acts as main point of contact for COG LMS, website, and social media.  
10. Reviews training evaluations and analyzes the data to determine impact of 

trainings and areas for improvement.  
11. Participates in job related training to maintain a current base of knowledge and 

expertise. 
12. Serves on related committees as assigned. 
13. Participates in Medicaid Administrative Claiming. 
14. Understands and practices professional ethics in keeping with the confidentiality 

of information and materials with which he/she may come in contact with. 
15. Attends staff meetings and other professional meetings as required. 
16. Adheres to COG policies and procedures. 
17. Provides exemplary customer service through courteous, responsive interactions 

with county board staff, providers, and individuals receiving services. 
 



18. The forgoing is not intended to represent an exclusive listing of job duties and 
work characteristics included within the position.  Other duties and work 
characteristics may be required which serve to meet the Council’s operational 
and program activities. 

 

Qualifications:  To perform this job successfully, an individual must be able to perform 
each essential duty satisfactorily. The requirements listed below are representative of 
the knowledge, skill, and/or ability required. Reasonable accommodations may be made 
to enable individuals with disabilities to perform the essential functions. 

Education and Experience: Bachelor’s Degree in a related field required, experience 
in the field of developmental disabilities preferred. At least 2 years experience in 
coordinating and developing collaborative systems preferred. 

Certificates, Licenses, and Registrations: Must maintain a valid Driver’s License and 
maintain status of insurability for motor vehicle insurance in accordance with Clearwater 
policy. Acceptable BCI/FBI background check. 

Abilities and Skills: Ability to work in a team environment.  Effective organization, 
communication and group facilitation skills. Ability to speak in front of large groups.  

Working Conditions:  May be exposed to contagious diseases. May be exposed to 
individuals with challenging behaviors that may be potentially harmful. May have to lift 
up to 25 pounds.  

Working Hours: 40 hours per week, generally 8:00am to 4:00pm Monday-Friday. May 
work evenings and flexible hours as needed based on operational need. 

 

 

I have reviewed my position description and that I am aware of the contents and the 
requirements of the position. 

 

___________________________________   _____________ 

Employee Signature        Date  

 

___________________________________   _____________ 

Supervisor Signature       Date  

 

 

Date Reviewed: 2/2/18 

Date Updated: 4/5/22 


