
Job Title:    DISTRIBUTOR TRAINING MANAGER 

 

SUMMARY 

Responsible for managing Distributor training programs.  Also is responsible for developing and 

ensuring proper implementation and execution of new training plans and programs. 

 

ESSENTIAL FUNCTIONS 

 Develops, gains sponsorship, and implements an effective vision/strategy for the organization 

through strong and effective leadership. 

 Develops and directs training programs that ensure cost-efficient operation, efficient use of 

resources, and effective learning outcomes.   

 Leads and facilitates the identification of appropriate learning and skill development methods 

(i.e., individual training, group instruction, workplace training, simulation-based learning, e-

enabled learning, etc.) based on detailed needs analyses. 

 Leads the analysis, design, development, implementation, and evaluation of training 

programs in support of the incumbent workforce and new hires. 

 Leads the oversight for the effective delivery of performance-based training programs. 

 Monitors and ensures achievement of performance goals and objectives either directly or 

through subordinate staff or key training partners. 

 Ensures industry best practices are applied and employees are trained accordingly. 

 Organizes and develops training manuals, reference library, testing and evaluation 

procedures, multimedia visual aids and other educational materials. 

 Evaluates effectiveness and efficiency of training programs and makes recommendations for 

changes and improvements. 

 Identifies, documents, coordinates, and monitors the effective execution of work activities 

through the use of external suppliers. 

 Ensures employee conformance to established processes, best practices, and proper training 

of staff. 

 Participates in and leads department and interdepartmental planning and management teams 

and works cross-functionally to drive operational improvements. 

 Develops and maintains operating budget and capital spending plan.  Ensures budgetary 

performance. 

 Identifies and acquires staff capabilities necessary to accomplish organizational objectives. 

 Ensure the maintenance of accurate training records. 

 Oversees and manages projects of various levels of duration and complexity. 

 Coordinates with governmental agencies to fully leverage public funding opportunities, as 

appropriate. 



 Working closely with local high schools, community colleges and other educational 

institutions for purposes of establishing internship, apprenticeship, and other mutually 

beneficial partnerships. 

 Balances long-term strategic initiatives with day-to-day work demands. 

 Responsible for understanding and complying with applicable quality, environmental and 

safety regulatory considerations.  If accountable for the work of others, responsible for 

ensuring their understanding and compliance. 

 This job description reflects management’s assignment of essential functions; it does not 

prescribe or restrict the tasks that may be assigned. 

SUPERVISORY RESPONSIBILITIES 

N/A 

 

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, skills, and 

abilities required.  Reasonable accommodations may be made to enable individuals with 

disabilities to perform the essential functions. 

MINIMUM QUALIFICATIONS 

 High School diploma or State-issued equivalency certificate. 

 Bachelor’s degree plus 5 years of experience supporting the development and 

implementation of training programs reflecting increasing levels of responsibility; or 9 years 

of experience supporting the development and implementation of training programs 

reflecting increasing levels of responsibility. 

 Supervisory or management experience. 

PREFERRED QUALIFICATIONS 

 Bachelor’s degree in Business Administration plus 8 years of experience implementing 

corporate training programs in a production/operations environment reflecting increasing 

levels of responsibility. 

 Experience in the application of adult learning methods in the development of training 

programs specific to production/operational work environments. 

 Experience in the application of project and program management practices. 

 Experience in the application of standardized training development methodologies and best 

practices including the use of the ADDIE (Analysis, Design, Develop, Implement, Evaluate) 

development process. 

 Experience in the application of qualitative and quantitative training evaluation practices, 

including experience in the use of the Kirkpatrick Four-Level Evaluation model. 



 Experience in development and implementation of outreach programs specifically aimed at 

building partnerships with local high schools, community colleges, and public/private 

universities. 

 Experience in the development and implementation of internship and apprenticeship 

programs 

 Experience in the presenting information to senior management, public groups, and boards of 

directors. 

 Experience defining problems, collecting data, establishing facts and drawing valid 

conclusions and recommendations. 

 Experience in responding to common inquiries or complaints from customers, regulatory 

agencies, or members of the business community. 

PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential 

functions. 

 

 While performing the duties of this job, the employee is regularly required to talk or hear.  

The employee frequently is required to stand.  The employee is occasionally required to 

walk; sit; use hands to finger, handle, or feel; reach with hands and arms; climb or balance; 

and stoop, kneel, crouch, or crawl.     

 

WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an employee 

encounters while performing the essential functions of this job. Reasonable accommodations 

may be made to enable individuals with disabilities to perform the essential functions.   

 

 The noise level in the work environment is usually moderate. 

 

 


