	WORKING TITLE OF POSITION
Training Content Developer 
	REPORTING UNIT NUMBER 237

	DIVISION/BRANCH OR CENTER
Statewide Staff Training Unit
	LOCATION
Sacramento HQ

	CLASS TITLE / INCUMBENT
Analyst ll (Analyst 2)
	POSITION #
533-237-5393-xxx
	EFFECTIVE DATE X/XX/XXX


CALIFORNIA CONSERVATION CORPS 
POSITION DUTY STATEMENT

This position requires the incumbent to utilize a personal computer on a daily basis; travel occasionally; maintain consistent and regular attendance; communicate effectively and professionally (both orally and in writing) in dealing with the public and/or other employees; develop and maintain knowledge and skills related to specific tasks, methodologies, materials, tools and equipment; complete assignments in a timely and efficient manner; and adhere to all departmental policies and procedures. This position is expected to exercise a high degree of initiative, independence, and originality in performing assigned tasks. Regular and consistent attendance is critical to the successful performance of this position due to the time-sensitive nature of the work. The incumbent routinely works with and is exposed to sensitive and confidential issues and/or materials and is expected to maintain confidentiality at all times.

In all job functions, employees are responsible for creating an inclusive, safe, and secure work environment that values diverse cultures, perspective, and experience, and is free from discrimination. Employees are expected to provide all members of public equitable services and treatment, collaborate with underserved communities and tribal governments, and work toward improving outcomes for all Californians.
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	· 
Utilize digital authoring software (e.g.,  ⁠Articulate Storyline, ⁠Articulate 360, Adobe Creative Suite/Pro) to independently build high-level multimedia instructional assets.

Apply knowledge of graphic design principles, instructional methodologies, and adult learning theories to create highly specialized educational frameworks in compliance with state digital accessibility standards (California Government Code Section 11135 and federal Section 508) across all developed materials.

Collaborate with Subject Matter Experts (SMEs) to isolate performance, knowledge, and operational skill gaps. Formulate tailored programmatic solutions, independently evaluating whether organizational needs require on-demand modules, instructor-led courses, desk aids, or procedural manuals. Provide expert consultative design and delivery coaching to internal staff and external partners to elevate departmental training capabilities. Establish collaborative, cyclical workflows of rigorous research, advanced writing, digital content creation, and strict quality assurance.

Utilize program evaluation strategies to develop and implement comprehensive, industry-recognized evaluation tools and methodologies to assess core institutional training programs. Analyze complex evaluation data and feedback trends to make direct, data-driven modifications to existing curricula. Revise structural layout and framework of underperforming courses to enhance the learner experience and ensure organizational learning objectives are met.
· 
The incumbent will support in-person and online instructor-led training through facilitation and content delivery. In-person facilitation will require room set-up and take down and instructor support. Content delivery may include supporting a main presenter or as a sole presenter. Training support may also include finding resources such as identifying effective instructors and venues and logistical coordination. Support for online instructor-led training may include facilitation and hosting of New Employee Orientation and additional optional and mandatory courses. 	Comment by Hardin, Colleen@CCC: Does this exist? Perhaps shift to optional and mandatory courses?
The Training Content Developer shares responsibility with other unit staff for the maintenance of the department’s Learning Management System (LMS) and monitoring the Training Unit email inbox. Tasks include troubleshooting internal and external learner issues, uploading training documentation, creating and managing training assignments and compliance and content management. 
The incumbent will participate in cross-functional work teams and/or perform other duties as needed to meet CCC program mandates.

Promote Diversity, Equity, and Inclusion: Participate in professional development trainings, as well as tasks, trainings, and activities that support programmatic and workplace diversity, equity, and inclusion.	Comment by Hardin, Colleen@CCC: This was missing - req’d to be 5% - need to reduce 5% from another area to make it all add up to 100



I have read and understand the duties listed above and I can perform these duties with or without reasonable accommodation. (If you believe reasonable accommodation is necessary, discuss your concerns with the Equal Employment Opportunity Office (EEO).


___________________________  	___________________________		_____________
Employee Printed Name		Signature				Date



___________________________  	____________________________               ______________		
Supervisor Name			Supervisor Signature			Date


 


