Midpeninsula Regional Open Space District

TRAINING AND SAFETY SPECIALIST
DEFINITION

Under general supervision, plans, develops, coatéf and administers training and staff developmen
programs for all District staff; develops and impknts methods to evaluate training needs and track
requirements; assists staff with individual traqiplans and makes recommendations for trainingsesur
and programs; develops, monitors, and administerDistrict's occupational health and safety pnogra

in compliance with Federal, State, and local retipiha; and performs related work as required.

SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the Human RessuBupervisor. Exercises no direct supervision
over staff.

CLASSCHARACTERISTICS

This is a single-position specialist classificattbat plans, develops, and implements Districhirej and
staff development programs and occupational heaftth safety programs. Responsibilities include
working with staff to identify training needs andpmrtunities, as well as, safety hazards; devetppitd
scheduling training activities and classes; engudampliance with all applicable Federal, State] an
local laws and regulations and department poliaied procedures; and maintaining records related to
assigned programs. Successful performance of tik requires the frequent use of tact, discretaong
independent judgment, knowledge of departmentalstiict activities, and extensive staff, pubkmd
organizational contact. This class is distinguikifrom other administrative support classes in that
performs complex professional duties that requiteaaced knowledge and specialization in training an
occupational health and safety program developneeotdination, and administration.

EXAMPLES OF ESSENTIAL FUNCTIONS (lllustrative Only)

Management reserves the right to add, modify, change, or rescind the work assignments of different
positions and to make reasonable accommodations so that qualified employees can perform the essential
functions of the job.

» Plans, develops, coordinates, and administers ampsive training and staff development
programs for all District staff designed to imprawdividual and organizational productivity and to
provide training to meet certification, licensiragnd educational requirements.

» Assists staff with individual training plans and kea recommendations for training; ensures District
compliance with Federal and State regulations,utiog Peace Officer Standards and Training;
assists in identifying and resolving problems eatb training issues.

» Develops, coordinates, schedules, and evaluaté®ugse and off-site training classes; develops
training presentations and materials as neededitairas detailed calendar of District training ewgnt
activities, and hosting events.

» Provides standardized training such as First AithoB Borne Pathogens, and Cardiopulmonary
Resuscitation (CPR) classes.

» Coordinates payments to vendors for approved trginosts; prepares expense reports and invoices;
submits training reimbursement requests; prepavescs of revenue forms, expense reports, and
payment authorizations.
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Tracks employee training hours and expenses; update maintains specialized database systems;
develops and generates reports on staff attendsrtcainings and conferences; prepares reports for
inspection or audits.

Develops, coordinates, and implements occupatisafgty and health programs designed to reduce
risk and ensure workplace safety; attends monthfgtg Committee meetings.

Reviews, develops, and updates safety relatedig@®liand procedures as required by law or as
necessary; maintains District safety-related man@ald documentation, including preparing and
distributing appropriate communications.

Establishes and implements safety training objestiwlans, develops, schedules, conducts, or
arranges for regulatory and other safety/healthted| training; prepares and maintains required
reports.

Acts as Facility Safety Officer; inspects and morstDistrict facilities for compliance with Federal
State, and local safety and health regulationgedisas industry standards; checks and ensuredysupp
of safety equipment and materials, such as autaheteernal defibrillator (AED) and first aid and
disaster supplies.

Develops and maintains the District’s Injury anddks Prevention Program, heat iliness prevention
plan, emergency action plan, disaster plan, aner @lans and programs.

Conducts thorough audits and investigations antysisaof hazards, accidents, injuries, and incigent
including Occupational Health & Safety Administoati (OSHA) reviews; recommends changes to
preclude injuries.

Coordinates ergonomic training program; evaluatesd analyzes workstations and modifications;
purchases equipment and maintains inventory ofpecgit.

Represents the District and assists regulatory@gemuring and after audits of District operations
coordinates corrective actions and follow-up.

Plans, participates in, conducts, and evaluatesialpgrojects and studies requiring coordination of
activities across departmental and functional lines

Prepares and maintains accurate and complete seeobrthe work performed; prepares clear and
concise reports to monitor the success of assigmedrams; creates related written materials,
including monthly training newsletter.

Prepares, administers, and is responsible for tldgét for the assigned function; forecasts addition
funds needed for equipment, materials, and supplthsinisters the approved budget.

Organizes and maintains various administrativefidential, reference, and follow-up files.

Provides general information regarding policiegcgedures, and regulations, including responding
appropriately to complaints, requests for informatiand coordinating work with other District
departments and outside agencies.

Monitors changes in regulations and technology thay affect operations; implements policy and
procedural changes after approval; ensures conggliatith applicable Federal, State, and local laws,
rules, regulations, and ordinances.

Performs other duties as assigned.

QUALIFICATIONS

Knowledge of:

» Principles, practices, and methods of administeang coordinating a comprehensive employee
training and development program, including trainiequirements for Peace Officers in accordance
with the Commission on Peace Officer StandardsTaaihing.

» Principles and practices of budget development,@idtration, and accountability.

» Organizational and management practices as apfiigtie analysis and evaluation of programs,

policies, and operational needs.
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Policies, regulations, specifications, and requaets governing health, safety, and accident
prevention of District field and office environmentincluding accident analysis and prevention
methods and techniques.

» Recent and on-going developments, current liteeatand sources of information related to training
and health and safety programs.

» Applicable Federal, State, and local laws, regujatmdes, ordinances, and procedures relevant to
assigned area of responsibility, including Califar@SHA requirements.

» Effective communication and instructional methodd gechniques in public presentations.

» Business letter writing and report preparation téghes.

» Modern office practices, methods, computer equigmeamd computer applications related to work,
including word processing and spreadsheet software.

» Principles and procedures of record keeping anortieg.

» English usage, spelling, vocabulary, grammar, amtfuation.

» Techniques for providing a high level of customervice by effectively dealing with the public,
vendors, contractors, and District staff.

Ability to:

» Coordinate, direct, and implement comprehensivaitrg and employee development programs
suited to meet the needs of the District, includirgt Aid, Blood Borne Pathogens, CPR, and other
training programs.

» Recommend and implement goals, objectives, andtipeacfor providing effective and efficient
training programs.

» Learn the certification and licensure requireméntPistrict staff.

> Interpret, apply, and explain applicable Federdates and local policies, procedures, laws and
regulations.

» Understand the organization and operation of thetridf as necessary to assume assigned
responsibilities.

» Effectively make presentations to various groups.

» Research, analyze, and summarize data and pregganage and logical written reports.

» Prepare clear and concise reports, correspondeoligies, procedures, and other written materials.

» Make sound, independent decisions within estaldigiudicy and procedural guidelines.

» Establish and maintain a variety of filing, rec&mkeping, and tracking systems.

» Organize and prioritize a variety of projects andltiple tasks in an effective and timely manner;
organize own work, set priorities, and meet criticae deadlines.

» Operate modern office equipment, including compuésuipment and specialized software
applications programs.

» Use English effectively to communicate in persaorerahe telephone or radio, and in writing.

» Use tact, initiative, prudence, and independengrjuent within general policy, procedural, and legal
guidelines.

» Establish, maintain, and foster positive and eiffectvorking relationships with those contactedhe t

course of work.

Education and Experience:
Any combination of training and experience that would provide the required knowledge, skills, and
abilitiesis qualifying. A typical way to obtain the required qualifications would be:

Equivalent to graduation from a four-yeaccredited college or university with major coureewin
training/development, occupational health and gafetiblic education, or a related field and thrag (
years of progressively responsible experience amittg/development, health and safety, or closely
related experience.
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Licenses and Certifications:

» Possession of a valid California Driver's License.
» Possession of, or ability to obtain, a valid CPRstFAId, and AED Instructor certification.

PHYSICAL DEMANDS

Must possess mobility to work in a standard of§e#ting and use standard office equipment, inctydin
computer; to inspect various field and operatigessiincluding traversing uneven terrain; visiorré¢ad
printed materials, a computer screen, and to mad@ections; and hearing and speech to communicate i
person, before groups, and over the telephones i$trimarily a sedentary office classificatiothaligh
standing in and walking between work areas mayeheaired. Finger dexterity is needed to accessyent
and retrieve data using a computer keyboard oruldtr and to operate standard office equipment.
Positions in this classification occasionally beathop, kneel, reach, push, and pull drawers open a
closed to retrieve and file information. Employeagst possess the ability to lift, carry, push, aod
materials and objects weighing up to 50 pounds thighuse of proper equipment.

ENVIRONMENTAL ELEMENTS

Employees work partially in an office environmerithimoderate noise levels and controlled tempegatur
conditions, and partially in the field and are ioaally exposed to loud noise levels, cold and hot
temperatures, inclement weather conditions, roathrds, vibration, confining workspace, chemicals,
mechanical and/or electrical hazards, and hazargbysical substances and fumes. Employees may
interact with upset staff and/or public and privagpresentatives and contractors in interpreting an
enforcing departmental policies and procedures.

EFFECTIVE: December 2011
REVISED: N/A
FLSA: Exempt



