
 
  

 

  
POSITION DESCRIPTION 

 
 
Job Title: Talent Development Specialist  

 
Process/Dept.: Human Resources & 

Organizational Development  
 
FLSA Classification: Non-exempt 

 
Date Reviewed: January 2021 

 

Primary Purpose: 

The primary purpose of this position is to teach and lead engaging and experiential learning 

opportunities to ensure ERS team members are equipped to deliver superior service.  The Talent 

Development Specialist will teach New Employee Orientation and provide a warm welcome to new 

ERS team members with an emphasis on our unique culture and facilitate annual education programs 

through a partnership with organizational subject matter experts.  The Talent Development Specialist 

will provide ongoing support of the Learning Management System (LMS) utilized by ERS team 

members.  

 

Essential Functions/ Accountabilities: 
 
Frequency 

 
Function 

Ongoing Fosters and maintains meaningful relationships with internal customers; is credible and 

trustworthy to address training needs to support departmental leaders and team 

members;  provides consistent and proactive customer service 

Ongoing Designs, coordinates and facilitates required in-service educational programs for all 

team members, such as New Hire Orientation and Annual Education programs.   

Ongoing Serves as an expert for our Learning Management System (LMS). This includes 

configuration of customized courses, troubleshooting, assigning courses, quality 

analysis, training new users, and maintenance of the LMS. 

Ongoing Serves as the central point of training program coordination for the OD and HR team; 

assists with program logistics. 

Ongoing Attends continuing education programs to keep current with changes and trends in 

talent development, e-learning, and areas specific to our industry. 

Ongoing Provides support for leadership and management development training. 

As needed Coordinates training programs including brown bag lunches and topics of interest to 

team members.  Utilizes outside resources such as consultants, vendors and community 

seminars to supplement in-house educational programs. 



 
  

 
Frequency 

 
Function 

As needed Develops program materials including leader guides and presentations; learner 

materials, activities and hand-outs; supports subject matter experts. 

As needed Assists teams and individuals in process improvement initiatives, including individual 

development plans, team building and group facilitation. 

 

 

 

Expected Behaviors: 

Frequency Responsibility 

Ongoing Has a passion to serve elders and promotes them living on their own terms 

Ongoing Has a passion to help others grow and develop 

Ongoing As an ERS team member, upholds the philosophy of Person Centered Care while 

performing duties; whenever possible acts to restore and/or provide Purpose, Choice 

and Freedom to our residents and clients. 

Ongoing Cultivates good, effective and respectful relationships with residents, families, staff and 

ERS partners. 

Ongoing Demonstrates flexibility and change agility with HR and OD team members; is willing 

to assist and support others as needed. 

Ongoing Exhibits behavior in accordance with ERS’s core values. 

Ongoing Provides outstanding customer service to all customers in accordance with ERS’s 

expectations and values. 

Ongoing Adheres to all of ERS’s policies and procedures including our safety and Corporate 

Compliance guidelines. 

Ongoing Maintains confidentiality of a resident’s personal health, financial and sensitive 

information in accordance with HIPAA guidelines. 

Ongoing Promotes resident safety 

 

 

While every effort has been made to make this description of the major essential functions and other 

responsibilities as complete as possible, it in no way states or implies that this is an exhaustive listing of 

the only duties you will be required to perform.  The omission of specific statements of functions or 

responsibilities does not exclude them from the position if the work is similar, related, or is a logical 

assignment to the position. 

Minimum Qualifications: 

 Bachelor’s degree in Communication, Education, Nursing, HR or related field preferred  

 A minimum of two years of experience in training delivery, group facilitation, organizational 



 
  

learning & development, program development and implementation of new educational programs 

required 

 A minimum if one year of experience working with HRIS or Learning Management Systems 

preferred 

 The ability to demonstrate effective training program delivery; excellent teaching skills 

 The ability to demonstrate application of adult learning principles in program development 

 The ability to demonstrate initiative, creativity, problem solving and enthusiasm for adult learning 

 Strong organizational and program management skills 

 Strong business writing skills 

 Must possess the ability to seek out, plan, develop and incorporate new programs, new methods and 

new operating principles for educational programs 

 Proficient in Word, Excel, PowerPoint, and web based learning systems   

 Commitment and passion for ERS’s mission, vision and goals 

 Outstanding skills in problem solving and critical thinking 

 Innovative, visionary approach to health care careers and systems 

 Skilled at building strong working relationships with people at all levels of the organization 

 Research skills to identify models and best practices in other networks and fields where appropriate 

 Must be able to read, write, and communicate very effectively in the English language. 

 Must be able to move intermittently throughout the work day 

 Must have the ability with our without accommodation to push, pull or move 25 lbs. or otherwise 

rearrange room set-up (e.g., arranging tables and chairs) 

 Must be able to lift, move and set up educational materials (books, charts, audio visual aids, etc.) 

 Must possess sight/hearing senses, or use prosthetics that will enable these senses to function 

adequately so that the requirements of this position can be fully met 

 

Working Conditions: 

 Works primarily in a normal, climate-controlled, ventilated office setting; may be exposed to other 

environmental conditions while conducting training sessions 

 May be exposed to infectious diseases and hazardous substances in healthcare areas 

 Sitting, standing, bending and moving intermittently during working hours 

 Position may require out-of-town travel 

 Willingness to work beyond normal working hours of 8:00 a.m. to 5:00 p.m. Monday through Friday 

into evenings and weekends as needed 

 

Risk Exposure Factor:        1          2            3  

The risk factor of this position indicates the risk potential of your exposure to blood or body fluids.  

Established procedures identify the appropriate personal protective equipment that you should use when 

performing your responsibilities.  The following numbers indicate your risk potential: 

 

1. =  It is highly likely that while performing functions assigned to this position, you will be exposed 

to blood or body fluids. 

2. = This position does not involve contact with blood and/or body fluids but while performing your 

responsibilities it may be necessary for you to perform a Category 1 task. 

3. = This position does not involve any risk of exposure to blood or body fluids. 



 
  

 

Acknowledgment: 

I have read this job description and fully understand the requirements set forth therein. I certify that I 

have the ability, with or without reasonable accommodation, to perform all the essential functions of 

this position. 

 

I hereby accept this position and agree to perform the essential functions in a safe manner and in 

accordance with the facility's established procedures and with ERS's core values, mission and standards 

of conduct.  

 

 

 

____________________________________  ______________________ 

Signature       Date 


