
 
SNOHOMISH COUNTY 

invites applications for the position of:
  

Training & Organizational Development
Administrator

 

SALARY: $36.71 - $44.65 Hourly 
$6,363.79 - $7,738.58 Monthly 
$76,365.48 - $92,862.96 Annually 

OPENING DATE: 10/03/19

CLOSING DATE: 10/24/19 11:59 PM

DESCRIPTION:

Snohomish County Central Human Resources is strongly committed to fostering an equitable and
inclusive climate. The successful Training & Organizational Development Administrator will have:

Demonstrative commitment to equity and inclusion
Strong background and experience using technology to design, implement, conduct and
facilitate training and organizational development programs
Proven knowledge of project management techniques and effective use of organizational and
time management skills
Experience utilizing adult learning techniques and principles to achieve training outcomes
Experience using learning management system(s) to track attendance, transcript management
and developing online content and learning programs
Strong communication and collaboration skills to achieve training outcomes and influence
actions
Experience communicating technical and non-technical information to a diverse group of
individuals
Proven ability to assess success and/or failures of trainings and make necessary adjustments to
resolve issues

Snohomish County is located in Seattle Northcountry between the Puget Sound and the Cascade
Mountains. Just north of Seattle, the county has rich scenery, numerous activities and a thriving
economy.  Snohomish County is a great place to live, work, play, and raise a family.  We are proud to
offer an outstanding benefit package to employees and their dependents. 

We are invested in your success and growth and offer a total compensation package, including the
following to our employees:

Sick leave: You will accrue 8 hours of sick leave per month.
Vacation Leave: you will start out accruing 6.7 hours of vacation each month. Your leave
accruals increase based on your years of employment with the County.
Holiday Pay: The County observes 10 paid legal holidays per year, and provides employees
with two floating holidays annually.
Pensions: County employees are eligible for Washington State PERS enrollment.
Benefits: The County offers a wide range of benefits including, medical, dental, vision, life
insurance, LTD, deferred compensation and more.

BASIC FUNCTION
  

     Develop, design, implement and oversee training and organizational development programs for
Snohomish County. Assesses organizational training and development needs; design, develop, conduct
and implement leadership and organizational development programs.

JOB DUTIES:

STATEMENT OF ESSENTIAL JOB DUTIES

1. Lead county-wide training and organizational development programs, conduct or facilitate
training classes, assess and evaluate training programs, and promote resources for employee
and leadership development.

2. Develop effective working relationships with key partners and County leadership to identify,
assess, develop, and implement training, organizational development programs and initiatives.

https://www.snohomishcountywa.gov/
https://snohomishcountywa.gov/811/Benefits


Lead projects that cross departments and support, as appropriate, County continuous
improvement initiatives.

3. Develop training program work plan and budget. Evaluate and analyze current county training
plan in order to develop goals and objectives. Oversee training and organizational development
programs and projects to achieve goals within budgeted funds and available staff and resources;
oversee and coordinate program plans, future needs, goals and objectives.

4. Collaborate with managers and County purchasing to prepare requests for proposals for trainers.
Conduct training courses and evaluate course materials. Work with external vendors in
presenting and coordinating training courses. Evaluate effectiveness of vendors, provide
appropriate feedback, prepare summary reports and administer contracts.

5. Lead the training team to implement training and organizational development goals and
initiatives.

6. Oversee and monitor the County's learning management system (LMS), including the learning
management system and administration (program and attendance tracking, transcript
management), and online content and learning program development. 

7. Design and implement effective onboarding and training approaches to maximize transfer of
knowledge and skills during the onboarding process and ensure a positive onboarding
experience.

8. May represent the county in committees, meetings and discussions to provide input and
feedback on training and organizational development.

9. Work with labor relations, risk management, EEO, and prosecuting attorney's office to
incorporate federal, state and county policy and other laws, rules and regulations into the
development of training and organizational development programs.  

10. Maintain confidentiality of all personnel, payroll, accounting and finance records and reports
along with any other records, reports and/or information deemed to be sensitive in nature.

 
 STATEMENT OF OTHER JOB DUTIES

1.  Performs related duties as required.

MINIMUM QUALIFICATIONS:

   Bachelor's degree in education, human resource management, organizational development,
business, public administration or closely related; AND, three (3) years of experience in all facets of
learning and organizational development (such as: design, facilitation, delivery and evaluation)
including at least one (1) year of supervisory experience; OR, any equivalent combination of training
and/or experience that provides the required knowledge and abilities.  Must pass job related tests.

  
 SPECIAL REQUIREMENTS

  
      Must sign a confidentiality agreement as a condition of employment.

ADDITIONAL INFORMATION:

KNOWLEDGE AND ABILITIES
  

 Knowledge of: 

adult learning theories, practices and procedures related to training and organizational
development
available resources of training and training materials; adult learning techniques and principles
common barriers to effective training and organizational development
training  and organizational development principles and techniques
personnel records disclosure and confidentiality rules
learning management systems (LMS)/automated training systems
effective facilitation and coaching techniques and teaching skills at all levels of the organization
survey and assessment tools to identify business needs and measure effectiveness of solutions
education program planning, needs assessment, design and evaluation
course design, teaching methods and techniques for presenting material
principles and practices of human resource administration
interpersonal communications, group process and facilitation and team building techniques
advanced oral and written communication skills
program planning & project management skills

Ability to:

communicate technical and non-technical information to a diverse group of individuals; prepare
clear and concise correspondence, charts, graphs, memoranda and other written materials
establish and maintain effective work relationships with elected officials, management staff,
employees, vendors and the general public



apply project management techniques to execute projects
analyze, solve problems, and manage time effectively
demonstrate capability of leading others through influence; communicate effectively both orally
and in writing; organize tasks and work in a team environment
plan and organize work with minimal supervision
maintain accurate records
apply adult learning techniques and principles to training programs; convince others to initiate
actions
apply training knowledge to enhance employee(s) career development

 
 SUPERVISION

  
      The employee receives general direction from an administrative superior.  The work is performed
with considerable independence and is reviewed through meetings, status reports,  and results
obtained.

  
WORKING CONDITIONS

  
      The work is performed in the usual office environment with trips to work sites throughout the
county.
 

Snohomish County is an Equal Employment Opportunity (EEO) employer.
 Accommodations for individuals with disabilities are provided upon request.
 EEO policy and ADA notice

 
 
APPLICATIONS MAY BE FILED ONLINE AT: 
http://www.snohomishcountywa.gov/2553

  
3000 Rockefeller Ave M/S 503

 Everett, WA 98201
 (425) 388-3411

  
Human.Resources@snoco.org

  

Position #2019-00860-October
 TRAINING & ORGANIZATIONAL DEVELOPMENT ADMINISTRATOR
 DS

 
Training & Organizational Development Administrator Supplemental Questionnaire

 

* 1. Following are a series of supplemental questions designed to assess your job related experience
and qualifications. Please note that as part of the screening process your responses will be
reviewed in conjunction with your general online application. The employment history and
education detailed in your general application must validate/support your responses to the
supplemental questions. If your responses cannot be validated, you will not proceed to the next
steps of the review/selection process.

A resume may be submitted, but it will not substitute for the general online application
or supplemental questions; responses such as "see resume" or "see application" will
not be considered.

Do you agree to answer each question truthfully and that your responses can be supported by
your general application/work history and by your references?

 Yes
  No
 

* 2. What is your highest level of completed education in Human Resource Management,
Organizational Development, Education, Business, Public Administration or closely related field?

 No degree or related degree
  1 year certificate

  Associate's degree
  Bachelor's degree

  Master's Degree or greater
 

* 3. Do you have one (1) year or more of supervisory experience?

 Yes
  No
 

* 4. How many years of experience do you have in all facets of learning and organizational
development (such as design, facilitation, delivery and evaluation)?

http://snohomishcountywa.gov/1197/Equal-Employment-Opportunity-Policy
http://www.snohomishcountywa.gov/2553
mailto:Human.Resources@snoco.org


 No experience to less than three years
  Three years to less than five years

  Five years to less than six years
  Six years to less than seven years

  Seven years or more
 

* 5. Please describe in detail your experience developing and overseeing an organization-wide training
program which includes identifying needs, creating, evaluating, facilitating and delivering training.
A full response will include information on each area identified above.

 
 

* 6. Describe your most difficult training situation. What made it difficult and what did you do in
response?

 
 

* 7. Please describe your experience in selecting external trainers or training programs and the
rationale for the selection. A full response will include the details related to the above and include
success and failure examples of the selection.

 
 

* 8. Please provide a detailed response evidencing specific training you have facilitated or conducted to
increase organizational understanding and/or awareness around unconscious institutional racial
bias.

 
 

* 9. Please list by name all Learning Management Systems (LMS) you have experience using. A full
response will include the full name of the system, your role, detailed specific duties and the
amount of time you spend on a regular basis using each system as well as the number of years
you have used each system.

 
 

* 10. Please describe in detail the assessment tools you have developed or implemented to measure
overall effectiveness of trainings/trainers. A detailed response will include the name of the
assessment tool, how you evaluated the effectiveness and changes implemented due to the
assessment.

 
 

* 11. Please describe a situation where the assessment tool did not address the training needs of an
employee or department. Please specify the steps you took to resolve the issue.

 
 

* Required Question


