Training and Development Specialist
Reports to:
Senior Training & Development Manager
Division:
Everts Air Cargo

Department:
Station:

Training
FAI

Job Summary:
The Training and Development Specialist is a dynamic position that develops, evaluates, and monitors training
programs across the company to achieve long and short-range training goals established by the Senior Training
and Development Manager. The Training and Development Specialist collaborates with subject matter experts
to design and develop complex–level interactive courseware for training. The Training and Development
Specialist will facilitate learning experiences in multiple delivery methods including, but not limited to,
eLearning, instructor-led training in both in-person and virtual environments. The Training and Development
Specialist will possess a strong educational background with emphasis in aerospace training and extensive
experience in managing training and development programs. The Training and Development Specialist will be
knowledgeable of all training-related regulations and industry standards in order to plan, organize, and develop
training and development programs for all employee groups within the company.
Essential Functions:
1. Responsible for the development, implementation, and ongoing evaluation of company training
programs.
2. Develops online courses through the application and utilization of adult learning principles and
eLearning tools.
3. Works with subject matter experts and existing training to create engaging online content to facilitate the
achievement of organizational goals.
4. Monitors and evaluates the quality and effectiveness of learning and development programs to ensure
they align with strategic need, are applicable to the work and an efficient use of time.
5. Monitors regulatory requirements for employee training and competence to ensure that all requirements
are met, tracked, and documented as required by FAA, PHMSA, DOT, OSHA, or company policy.
6. Provides input to the training strategy and the development of specific training development plans.
7. Plans training courses and sessions and monitors associated training costs.
8. Collaborates with the external training vendors and delivers tailored training programs and courses.
9. Develops and conducts train-the trainer programs to prepare company instructors to facilitate learning
experiences. Provide constructive feedback and comments captured on the post training surveys to all
instructors.
10. Build an organizational culture in which passion for continuous improvement is innate.
Additional Responsibilities:
Safety
1. Comply with all safety aspects, specific practices and procedures of the work scope and position(s).
2. Be familiar with the Company’s Safety Management System (SMS) and Occupational Safety Manual
(OSM).
3. Contribute to the Safety Culture of the Company and report any Safety Hazards.
4. Required to learn and understand Dangerous Goods Transportation requirements.
5. Keep your work areas clean and free of hazards; correct unsafe conditions when encountered and report
those, that you are unable to personally correct, to a supervisor.
Security
1. Comply with all security practices, policies, and procedures as trained.
2. Maintain employee vigilance and report all security concerns.
Physical Abilities:
The Physical requirements indicated below are examples of the physical aspects that this position must perform
in carrying out essential job functions.
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1. Ability to reach horizontally and vertically with arms. Sufficient dexterity to manipulate small objects
and print or write legibly.
2. Sufficient physical ability, strength, mobility, and stamina to lift, carry, push, or pull objects which may
frequently exceed 70 pounds in a series of functional tests which clearly simulates the work
environment.
3. Physical ability to sit for extended periods of time.
4. Requires the ability to be sedentary for extended periods of time.
5. Shall perceive the nature of sound, near and far vision, depth perception, providing oral information, the
manual dexterity to operate business related equipment, and handle and work with various materials and
objects are important aspects of this job.
Reasonable accommodation may be made to enable a person with a disability to perform the essential functions
of the job.
License(s):
1. Valid Driver’s license
Qualifications:
Required:
1. Bachelor's degree or equivalent work experience related to instructional design, adult learning theory,
training techniques.
2. 2+ years learning and development experience.
3. Ability to develop instruction for both instructor-led and online learning formats.
4. Strong problem solving and critical thinking skills.
5. Excellent verbal, written, and interpersonal communication skills.
6. Effective time management and organizational skills.
7. Work independently as well as in a team environment.
8. Excellent computer skills and analytical abilities.
9. Experienced in learning management systems as well as providing online/virtual learning.
10. Advanced skills and knowledge of Microsoft PowerPoint.
11. Strong planning and organizational skills related to scheduling and tracking course completion.
Preferred Qualifications:
1. Strong knowledge and application of adult learning theory and instructional design principles with a
focus on eLearning/virtual design and training methodologies utilizing the latest interactive learning
technologies.
2. Flexible and able to multi-task while working in a collaborative, team environment.
This job description in no way states or implies that these are the only duties to be performed by this employee.
He or She will be required to follow any other instructions and to perform any other duties requested by his or
her supervisor.
Everts Air Cargo is an Equal Employment Opportunity Commission compliant (EEOC) employer.

Employee Signature

Date

Employee Printed Name
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