
SAN JACINTO COLLEGE 
JOB DESCRIPTION 

DATE: 01/03/17  
 
TITLE:     Director, Organizational and Talent Development 
 
DEPARTMENT:    Human Resources  
 
SECURITY SENSITIVE:   
 
FLSA STATUS1:   Exempt 
 
GRADE:     34 
 
FUNCTION:  This position plans, implements and advises on Organizational and Talent 
Development solutions that build capacity and to meet college objectives and priorities. 
Oversees organizational initiatives including change management, process enhancements, 
organizational assessment/design, culture transformation, team development, succession 
planning, leadership development, employee development, team development, LMS, 
CDP, as well as competency & curriculum development. This position encompasses great 
diversity of job activities and requires depth and breadth of organizational development 
skills and experience. 
 
REPORTS TO:    Vice President, Organizational & Talent Development 
 
SUPERVISES:  Manager, Organizational Development 
    Manager, Leadership Development 
    Manager, Employee Development  

Manager, Learning Technology  
      
    
MAJOR REPONSIBILITIES:   
           Frequency 
Essential Job Functions2                                      D, W, M, Q, A3        %Time 
Oversees Organizational Development interventions 
(including succession planning, team development, 
change management) utilizing a variety of resources to 
create a culture and structure that meets the College’s 
goals and objectives. 

D 15 

1 FLSA status and Salary Grade determined by the Human Resources department 
2 All job functions  MUST add up to 100% 
3 D=daily, W=Weekly, M=monthly, Q=quarterly & A=annually 

                                                 



Directs the design, development and implementation of 
various leadership development programs (including 
assessment, coaching, mentoring) which enhance 
performance and support a culture that meets the 
College’s goals and objectives. 

D 15 

Directs the design, development, and implementation of 
employee development programs that enhance 
performance, support individual development plans, and 
responds to organizational changes and restructuring 
using multiple instructional methodologies and 
technologies. 

W 15 

Oversees the college’s learning technology solutions 
(which includes LMS, CDP, Succession Planning) to 
build workforce capability and support a dynamic & 
integrated talent management platform  

W 15 

Oversees competency development for departments and 
leaders throughout the college. M 5 

Oversees learning curriculum development for leaders, 
jobs, or job families. W 2.5 

Conducts analyses and evaluation of skill and 
performance gaps for leaders and employees. W 5 

Implements and oversee processes to forecast training 
needs. W 5 

Approves OTD budget transactions to build or buy 
training programs. M 2.5 

Identifies and implements key metrics to determine 
overall effectiveness of training programs and leadership 
development initiatives that support strategic goals. 
 

W 5 

Works with an integrated HR team to recommend 
comprehensive and integrated solutions to personnel 
and organizational issues.  
 

M 7.5 

      
          Frequency 
Additional Job Functions:                 D, W, M, Q, A         %Time 
Coordination of training logistics for classroom settings. 

M 2.5 

Maintain completion records in the LMS system. 
M 2.5 

Maintain professional competency through professional 
development. M 2.5 

 



REQUIRED/MINIMUM QUALIFICATIONS 
 
Knowledge, Skills and Abilities: 
 
1. Ability to influence leaders and employees at all levels of the College. 
2. Ability to remain an agile learner while facing ambiguity 
3. Experience in leading small to medium change projects. 
4. Is both a strategic and systems thinker. 
5. Experience managing systematic change programs using a variety of strategic and 

change management tolls and models to achieve objectives. 
6. Solid understanding of organizational development, change management, business 

process mapping, succession planning, team development and project management 
7. Strong consultant approach to client relationships. 
8. Can anticipate workplace changes to respond proactively or modify plans 

accordingly. 
9. Effective and concise communicator, both written and verbal, with the ability to 

clearly and concisely articulate ideas and concepts. 
10. Team building skills. 
11. Can use creativity and innovation to implement solutions to organizational needs. 
12. Strong facilitation and coaching skills. 
13. Ability to build and implement competency management processes for leadership 

development and career succession. 
14. Solid understanding of adult learning and instructional design.  
15. Experience in assessing, designing, developing, delivering, and evaluating training 

and development programs for leaders and employees.  
16. Success in partnering with leaders to translate College objectives and priorities into 

effective learning programs.  
17. Experience coaching and developing leadership talent.  
18. Experience in implementing mentoring programs.  
19. Successful in establishing and maintaining excellent professional relationships with 

clients.  
20. Proven success in analyzing performance problems, conducting needs assessment, 

and implementing appropriate solutions.  
 
 
 
Education and Experience: 
 

Required Education:   
Bachelor's degree in training and development, organizational development, 
human resources, or organizational behavior/psychology required.  

 
Preferred Education:   
Master's degree in training and development, organizational development, human 
resources, or organizational behavior/psychology preferred. 

 



Required Experience:   
Five (5) to seven (7) years’ experience in at least three of the following areas: 
leadership development, team development, instructional design, business process 
mapping, project management, instructional technology, and competency 
development. 
 
Preferred Experience:   
Ten (10) years’ experience in all of the following areas: leadership development, 
organizational development, team development, instructional design, instructional 
technology, change management and competency development. Experience in 
employee relations and experience in a higher education environment is highly 
desirable. Licenses preferred: PHR and Certified Professional in Learning & 
Performance (CPLP). Bilingual applicants are encouraged to apply. 

 
Licenses/Certifications: 
 
 Required Licenses/Certifications:   
 

Preferred Licenses/Certifications: PHR/SPHR, PROSCI Change Management, 
LEAN Six Sigma, Coaching, Instructional Design 

 
 
         Frequency 
Work Environment        D, W, M, Q, A 
Office Environment  
  
  
  
  
  
  

 
         
                  Frequency 
Physical Activity4:                           D, W, M, Q, A   
Sitting D 
Inter-campus driving D 
Walking D 
Computer use D 
Standing D 
Lifting (25 lbs) W 

 
 

4 Examples include: walking, running, sitting standing, etc.  Lifting up to 10, 25, 50 or over 100 pounds of 
force. 

                                                 



             
 Employee Signature       Date 
 
 
             
 Leader Signature       Date 
 
 
 
For HR Use Only: 
Position Number  
Position Class  
Position Ecls  
Salary Table  
Eskl Code  

 
NOTE:  This job description is not an employment agreement or contract.  The Chancellor/Vice 
Chancellor/President and/or designee has the exclusive right to alter this job description at any time without 
notice.   
  
Employees of SJC are expected, as required in their specific job functions, to participate in maintaining 
standards required for accreditation; to participate in college task forces, activities, meetings, committees 
and councils; to interact and work cooperatively in order to assist students, staff, faculty and the community 
in the accomplishment of various goals; to represent one’s self and the college in a positive, professional 
manner consistent with the core values which include a passion for learning, service and involvement, 
creativity and innovation, academic excellence, dignity and respect, and integrity; and to safeguard sensitive 
or confidential information from intentional or unintentional disclosure.   
  
Employees are expected to maintain current working knowledge of policies, procedures and guidelines 
necessary to answer work-related questions and to provide assistance to students, staff, faculty and the 
general public in a timely and courteous manner.  Employees are also expected to perform other duties as 
may be assigned by their supervisor and to contribute to the team efforts of the department and to assist the 
college in achieving its strategic goals.    
  
Employees must abide by all laws, college policies and guidelines. 
  
The San Jacinto College District is committed to equal employment opportunity for all employees and 
applicants without regard to race, creed, color, national origin, citizenship status, age, disability, pregnancy, 
religion, gender, sexual orientation, gender expression or identity, genetic information, marital status, or 
veteran status in accordance with applicable federal and state laws. 


