
	Position Title:
	LWP Training Coordinator

	
	

	
	


Description:

In this position the LWP Training Coordinator will be supporting the delivery of various forms of technical training through technology and electronic resources.  This person will assist and implement a positive e-Learning environment in the agency.  This position shall be held by a CPA or nutritionist, if this position becomes vacant notify the state office of new designee.  Completion of mandatory training (webinar/face-to-face components) is required prior to functioning in this position.  
Major Responsibilities: 
· Support e-Learning technology.* 

· Distribute training enrollment confirmations, surveys and coursework or tools.* 

· Monitor training participation and review materials as needed.* (No more than two people per agency- access level in Library).  

· Prepare and maintain an inventory of training materials and supplies.* 

· Track and respond to training requests to ensure all webinars are completed by new and existing staff by timeline stated in policy. (Due to LAP transfer to LWP Agency Database)  

· Communicate effectively with state staff. 

· Collaborate with the State e-Learning Coordinator for account access to Adobe Training Library. 
· Validate appropriate staff on obtaining the anthropometric measurements.  

Recommendations: 
· Previous WIC experience. 

· Basic computer literacy- experienced in sending and receiving email, doing Internet searches to find information, installing software, using web cameras and speakers.   

· Proactive and accountable with excellent organization, project management and prioritization skills. 
Note: * Can be delegated to non-CPA staff. 
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