
 
 
 
 
 
 
 
 
 
 

JOB VACANCY ANNOUNCEMENT 
 
TITLE:     Agency Training & Development Specialist 2, SG-23 
 
LOCATION:     Human Resources Management 
    Corning Tower, GNARESP, Albany 
 
SALARY:     $58,406 - $71,732 (PS&T) 
 
APPOINTMENT STATUS:   Contingent Permanent 
 

Minimum Qualifications for Appointment:   
Transfer opportunity for a State employee with permanent competitive service as an Agency 
Training & Development Specialist 2. 
 

70.1 Transfer 
One year of permanent competitive service as a Mental Hygiene Staff Development Specialist 4.  
 

52.6 Transfer 
One year of permanent competitive service in a position at the SG-21 level or above designated 
administrative pursuant to Section 52.6 of the Civil Service Law. 
 
Duties: 
 Plans, organizes, develops, conducts and reviews major training and development programs to 
improve performance of agency operations.   Responsible for the day-to-day  Employee 
Development activities including, program development, administration and evaluation; training 
vendor contract management; e-learning licenses; budget development and administration; needs 
assessment administration; review of proposed lesson plans and teaching methodologies to ensure 
programs are on target and meet organizational objectives; development of complex curricula for 
agency-specific programs; assistance in the development of programs that address the agency's 
strategic business initiatives; and supervision of staff.   Other duties include, but are not limited to:  
  
• Assessing training and development needs by observing agency staff and discussing agency 

programs with program managers.    
• Maintaining and updating the agency's Learning Management System (LMS).    
• Reviewing employee Individual Development Plans (IDP) and program evaluation reports to 

identify  issues to be addressed by training programs.  
• Consulting with employee organization representatives regarding training proposals funded 

from monies under State and employee organization agreements. 
•  Researching various sources to find information, materials, and technologies to aid in the 

design and development of training programs.  
• Delivering specific programs and courses prepared by training staff to meet established training 

objectives.  
• Researching, analyzing and recommending contracts with outside vendors to provide specific 

training and development programs.  
• Presenting training courses dealing with complex and specialized material.  



• Making arrangements for training courses including scheduling classroom space, set-up, 
equipment, materials, supplies, etc.  

• Recommending new or expanded training programs to the Director of Training.  
• Informing program managers and staff of training opportunities available.  
• Evaluating and maintaining data on training courses through the use of questionnaires, 

reports, and other methods.  
• Disseminating training announcements and information concerning educational opportunities. 
 

Preferred candidates should possess a strong understanding and working knowledge of adult 
learning theory, program evaluation methodology, and program management. 
 

Application Process:  To apply for this vacancy, candidates are required to submit a clear, concise 
resume, including your social security number, providing specific, verifiable information about 
their qualifying experience by close of business May 21, 2008 to: 
 

Danielle Miller 
Sr. Personnel Administrator 
Office of General Services 

Division of Human Resources Management Personnel Services Unit 
39th Floor, Corning Tower, Empire State Plaza 

Albany, New York 12242 
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