OSI – PROJECT MANAGEMENT OFFICE
Project Roles and Responsibilities
TRAINER
Role(s)
The Trainer conducts application training using various software applications and related hardware. The trainer possesses expert knowledge in the navigation of web pages, computer based training, telecommunications, audio visual equipment, and other peripheral equipment used to meet the needs of end users and other stakeholders.

Responsibilities:
· (Ensures) all trainees have signed attendance sheet.
· (Ensures) all attendees complete a training evaluation survey upon completion of class &/or at the completion of each training day if a multi-day course.
· (Delivers) training curriculum as developed.
· (Communicates) technical information to trainees in non-technical, clear terminology.
· (Prepares) written training materials and handouts prior to scheduled classes for all participants. 
· (Reports) any technical problems in training lab to appropriate IT support staff. 
· (Provides) follow-up support to trainees as deemed necessary. 
· (Provides) feedback to Training Lead or Manager regarding curriculum changes that may be required based on training conducted for end users or stakeholders. 
· (Updates) the training material when requested.
· (Documents) and (reports) training activities and status.
· (Ensures) training materials and tools reflect the most current functionality.
· (Reports) feedback and inquiries related to training questions and issues directly to Training Lead and/or Training Manager.
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