
UNIVERSITY OF SOUTHERN CALIFORNIA

Training Analyst (ITS)

Job Code: 117521

OT Eligible:

Comp Approval:

Supports training material design, development, maintenance and delivery. Responsible for 
supporting ITS, delivering innovative professional development programming and resources for 
staff and a broad range of customers, partners, and key stakeholders in administrative and 
academic units. Demonstrates ITS values in action.

JOB SUMMARY:

JOB ACCOUNTABILITIES:

*E/M/NA % TIME

No

11/13/2019

______ Supports training material design, maintenance and delivery for programs and 
activities in managed classrooms and auditoria throughout the university. Supports 
the engagement, culture, and communications team’s vision, conducting training 
sessions and developing resources that leverage innovative technology tools 
aligned with ITS needs and capacities.

______

______ Prepares trainers to deliver sessions using “train-the-trainer” model within ITS and 
ITS-supported university projects. Organizes training schedules in alignment with 
organizational initiatives and projects. Regularly tracks and reports staff training 
activity on a regular basis. Builds training profiles by department and advises 
leaders of utilization trends, helping them meet their professional development 
goals.

______

______ Assists the development of evaluation frameworks for training activities, measuring 
impact and effectiveness to facilitate continuous improvements and ensure optimal 
impact. Performs needs assessments to determine the appropriate mix of training 
courses for different stakeholder groups, in consultation with project teams. Works 
with key ITS and external stakeholders to develop holistic standards and strategies 
for events, councils, and campus-wide initiatives.

______

______ Aids the cultivation of an inclusive culture and environment, and actively embodies 
ITS values and behaviors (e.g., accountability, ethics, best-in-class customer 
service) through the implementation of standards, procedures, and cost-effective, 
leading solutions. Maintains currency on emerging technologies, best practices, 
approaches and methodologies. Participates in development programs and 
professional associations to maintain strong networks.

______

*Select E (ESSENTIAL), M (MARGINAL) or NA (NON-APPLICABLE) to denote importance of 

each job function to position.

Performs other related duties as assigned or requested.  The university reserves 
the right to add or change duties at any time.

EMERGENCY RESPONSE/RECOVERY:

Essential: No
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JOB QUALIFICATIONS:

SIGNATURES:

Employee: _____________________________________  Date:_____________________________

Supervisor: ____________________________________  Date:_____________________________

The above statements are intended to describe the general nature and level of work being 

performed.  They are not intended to be construed as an exhaustive list of all responsibilities, 

duties and skills required of personnel so classified.

In the event of an emergency, the employee holding this position is required to 
“report to duty” in accordance with the university’s Emergency Operations Plan 
and/or the employee’s department’s emergency response and/or recovery 
plans.  Familiarity with those plans and regular training to implement those 
plans is required.  During or immediately following an emergency, the employee 
will be notified to assist in the emergency response efforts, and mobilize other 
staff members if needed.

Yes

Minimum Education:

Bachelor's degree

Combined experience/education as substitute for minimum education

Minimum Experience:

2 years

Preferred Education:

Bachelor's degree

Preferred Experience:

4 years

Minimum Field of Expertise:

Exemplary analysis, planning, and project management skills, with proven ability to 
interpret, analyze, and apply pertinent policies, procedures, regulations, and requirements. 
Excellent written and oral communication skills, with proven ability to develop positive 
working relationships and strong rapport with team members and various stakeholders. 
Firm understanding of working inside/with large, complex organizations. Proven ability to 
develop and deliver effective training programs for a broad range of IT and/or business 
professionals, along with instructional design experience and knowledge of adult learning 
principles.

Preferred Field of Expertise:

Bachelor's degree in business administration, education, communications, human 
resources management, information technology, or relevant field. Experience developing 
web- and computer-based training courses using Adobe Captivate software, or similar. 
Experience in education/professional training, organizational development, IT, and/or 
higher education. Firm understanding of IT business processes, and higher education 
institutions and staff.
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