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JOB DESCRIPTION 
 

Position Title: Learning Support Specialist I    Status:  Part-time, non-exempt 

Original Date:  04.21.17       Revised Date:   

Department:   Learning & Development       

Reports To:   Lead Instructional Designer 

Basic Function and Scope of Responsibilities:   The Learning Support Specialist I is responsible for all support 
functions for instructors to ensure quality delivery of BOMI learning programs. 
 
Principal Responsibilities: 

- Manage instructor database, assignments, performance and communications.  
- Recruit instructor/facilitator resources as needed to meet BOMI strategic learning delivery needs. 
- Handle all organizational/administrative needs related to instructor contracting, invoicing and workshops. 
- Collaborate with L&D department leadership in managing instructor/facilitator fees in alignment with 

established departmental budgets.  
- Refine existing support resources and processes to adapt to changing organizational and strategic goals 
- Create and deliver regular reports for the tracking of instructor metrics. 
- Oversee instructor recognition and continuing professional development opportunities. 
- Define and seek support from L&D staff for the creation of new instructor support training programs. 
- Participate in other related L&D initiatives as assigned. 

Minimum Qualifications: 
- Associate degree in Education or related field  
- 1-3 years’ experience working with instructors/faculty  
- Experience in adult education field 
 

Training, Skills, Knowledge and/or Experience: 
- Excellent technical skills to include working knowledge of Microsoft Office products, and training delivery 

technology solutions 
- Salesforce CRM experience preferred 
- Excellent written and oral communication skills. 
- Team-oriented and self-motivated with the ability to balance multiple projects. 
- Ability to establish positive working relationships within the organization and external stakeholders 
- Ability to work independently with minimal oversight by supervisor. 
- Ability to multi-task and meet aggressive deadlines 

Physical Requirements: 
- May be exposed to short, intermittent, and/or prolonged periods of sitting and/or standing in 

performance of job duties. 
- May be required to accomplish job duties using various types of equipment/supplies, to include but not 

limited to pens, pencils, calculators, computer keyboards, telephone, fax machine, etc. 
 
 
 
 
*Interested candidates should submit their resume to hbentley@bomi.org 
 


