
Robert Smith 
Training Specialist

PERSONAL STATEMENT

Experienced in reviewing and organizing complex data as a Training 
Specialist, dedicated to maintaining a reputation built on quality, service, 
and collaboration. Leading and coaching personnel in best practices and 
ensuring compliance.

WORK EXPERIENCE

Training Specialist
ABC Corporation -   2002 – 2013 

Responsibilities:

 Provide training to new employees on the systems, process, and various
policies and procedures of the organization.

 Review new information or revised procedures with existing employees.
 Responsible for creating course content, designing presentations, job 

aids, and other materials to ensure the trainees effectively learn the 
material.

 Create documents/forms/brochures and utilizing various databases and 
establishing Reports and graphs.

 Make arrangement for various in-service and training, also produce a 
calendar schedule for distribution.

 Maintain and record all material in the training/education library.
 Maintain the education and training budget and compile monthly 

reports.

Training Specialist
ABC Corporation -   1997 – 2002 

Responsibilities:

 Design, develop, and implement instructor-led and computer-based 
training courses.

 Conduct existing training programs, including New Employee 
Orientation, Train-the-Trainer, OJT.

 Create and coordinate training calendar for multiple departments; 
determine training class offering needs to be based on company goals 
and student availability.

 Manage the Learning Management System, including the maintenance 
of employee training records, required training assignments, and 
qualifications for 800 employees.

 Supply records during Regulatory and Client audits.
 Coordinate with company subsidiaries to develop, enhance, and 

implement company-wide instructional programs.
 Class 5 and 7 Certified.

Education

Associate- 2007(Dine College - Tuba City, AZ)
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CONTACT DETAILS

1737 Marshville Road, 
Alabama
(123)-456-7899
info@qwikresume.com 
www.qwikresume.com

SKILLS

CNA, MS Office  Suite, 
Time Management, 
Excellent 
Communication.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)
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