
Training Coordinator

The Training Coordinator will have experience in designing, developing, and presenting
training curriculum of a technical nature. The Training Coordinator will also be skilled at 
applying instructional design principles to training content and demonstrates the ability 
to write clear and concise documentation and training materials. The Training 
Coordinator will also be involved in ensuring course quality and in instructor readiness 
such as training-the-trainer events.

Areas of skill will include ability to develop thorough understanding of subject matter, 
ability to construct effective training plans and materials, designing effective 
communications in a training environment, and the ability to respond to questions and 
concerns of the trainees and their management.  Training must be sufficiently flexible to 
deal with a spectrum of roles and levels of complexity tailored to the needs of each 
audience.

The Training Coordinator will have a number of years of experience in technical training, 
support, and/or hands-on consulting/implementation. The Training Coordinator will 
demonstrate that he/she can take highly technical subject matter and deliver it to a 
global audience in an easy to understand and accessible manner. The Training 
Coordinator will need to demonstrate sensitivity to multi-cultural aspects.

The Training Coordinator will have demonstrated the ability to teach new technical 
material with minimal preparation time and guidance. The Training Coordinator needs to 
be able to work as an individual contributor as well as within a team.  Job duties are 
varied and complex, needing independent judgment, flexibility, and self-motivation. 

Additional Details

 Ability to simplify complex concepts using on-line tools and creative teaching 
techniques

 Quality-focused professional open to learning new technologies and focused on 
constant improvement

 3 to 5 years experience conducting technical training. 
 Experience teaching distance-learning, “virtual training” classes a strong plus 
 Proficiency using web conferencing tools such as WebEx is preferred
 Has developed and implement training programs that demonstrate knowledge of 

Instructional Design and Adult Learning Principles. 
 Ability to analyze, design, develop, and write training including instructor-led 

content using tools including PowerPoint and SharePoint.
 Ability to use diverse means of communication to develop relationships and get 

information from subject-matter experts (SMEs) to develop curriculum content. 
 Ability to record knowledge gathering sessions with SMEs, utilizing tools such as 

WebEx.
 Ability to design evaluation measures such as quizzes, knowledge checks, and 

certification questions. 
 Four years adult education experience (as teacher or curriculum developer).



 Experience of creating training lab environments, installing software 
independently and writing lab scripts.

 Ability to meet deadlines, attention to detail and the ability to communicate 
technical content in an easily comprehended manner.

 Ability to create e-learning modules utilizing appropriate applications would be an 
advantage

 Professional-level English writing skills, which are applied to write training notes, 
tutorials and other public documentation. 

 Bi-lingual ability will be a plus.
 Has obtained one or more industry recognized certifications.

Preferred background:

 Experience working within a hospital revenue cycle or on the implementation of 
an EMR or CIS product.

 An understanding of patient accounting principles, decision support, enterprise 
analytics, and business intelligence tools.

 Previous exposure assessing the technology and vendor impact of ICD-10, 
including roadmap and planning involvement.


