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Position:  Sr. Training Specialist                                      EEO Classification:  Administrative 

Department:  Training                                                     FSLA Classification:  Exempt   

Position Reports To:  Training Manager                         Date:  8/16/2019                 

Position Summary 

OE Federal is more than your ordinary financial institution. We help union members and their 

families achieve their financial dreams. In this role you will be a part of the Training Team, 

responsible for assisting the Training Manager in the planning and administration of the Credit 

Union’s education programs. 

Duties and Responsibilities: 

 Co-facilitate education programs using adult learning methods, including new employee 

orientation and leadership development programs. 

 Administer and maintain the learning management system, including creating courses 

and learning plans, scheduling and enrollment, generating reports, and tracking employee 

participation. 

 Administer, troubleshoot and respond to the training help desk in a timely manner. 

 Design and create relevant and engaging training materials, including videos, manuals, 

and presentations for new and existing products, services, and programs. 

 Responsible for training room setup/take down for education classes. 

 Follow established safety policies and procedures as outlines in the OE Federal Illness & 

Injury Prevention Program. 

 Submit to initial and ongoing Bank Secrecy Act (BSA) compliance training and 

incorporate current BSA regulations into applicable job functions. 

 Perform other related duties as assigned. 

Qualifications and Skills: 

 High School Diploma/GED required; Degree or Certification in a business-related field. 

 Ability to interact with employees at all levels in a must. 

 Knowledge of financial products and services preferred; experience in training or content 

development is preferred. 

 Proficiency with Microsoft Word, Excel, Power Point and Outlook required; Adobe 

Captivate eLearning Suite or similar course authoring software preferred. 

Physical Requirements 

 Must be capable of working agreed work shift and occasionally working before/after the 

work shift. 

 Must be able to occasionally lift, carry, push or pull up to 10 lbs. 

 Must be able to sit for prolonged periods of time and walk/stand for brief periods of time. 

 Must be able to repetitively use a telephone and a computer mouse and keyboard. 
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