
 
Job Title: Professional Development Trainer & Coordinator 

Description/Job Summary 

The Professional Development Trainer and Coordinator develops and maintains instructional documents 

and facilitates technical training, working directly and regularly with FBFM staff to ensure accuracy and 

standardization of FBFM products and services.  This training material will be used throughout the state 

for both new and experienced staff. 

Responsibilities/Duties 

Instructional Design and Maintenance 

The Professional Development Trainer & Coordinator designs instructional documents related to tax 

preparation and farm analysis programs. Key tasks include: 

 Updates, creates and maintains onboarding learning plans that include detailed content and 

timeline including reading materials, job shadowing, on-the-job activities, e-learning and 

instructor led learning for tax preparation and farm analysis. 

 Structures, drafts, and prepares instructional documents, including presentations, e-learning 

resources, facilitator guides and learning participant materials, ensuring completeness, 

accuracy, and compliance with procedures, team structures and system capabilities 

 Creates supporting material/media (audio, video, podcasts, simulations, etc.) 

 Completes various technical trainings 

 Maintains records of training activities, attendance, results of assessments and retraining 

requirements 

 Monitors progress of new staff between trainings 

 

Training 

The Professional Development Trainer & Coordinator ensures continuous education around specific job-

related technical training of FBFM team members. Key responsibilities include: 

 Serves as the primary training resource for one-on-one procedural instructions to FBFM staff in 

subjects of accounting, business analysis, and tax preparation. 

 Researches and identifies areas in which technical training is required and/or beneficial 

 Documents and executes training plans for FBFM team members  

 Determines the design and delivery of training material  

 Recommends criteria used to judge learner's performance and develops assessment 

instruments 

 Evaluates program effectiveness through assessments, surveys and feedback 



 Works with RVP’s and identifies target audience's training needs 

 Oversees and verifies, in conjunction with the administrative assistant, room logistics, meals, 

and travel arrangements for each course for which this position is responsible. 

 Works with the RVP’s, VP of Data Analysis, and VP of Innovation to maintain courseware in 

annual training programs 

 Works closely with RVP’s, subject matter experts, and the new hire to monitor and support the 

new employee in their first two years of employment 

 Trains and evaluates trainers and mentors to ensure standardization in training, products and 

processes across the organization 

Software 

 Works with the desktop support and IT professionals in identifying and maintaining appropriate 

software and/or platform to be utilized in the administration of programs and instructions 

 Remains current on developments in training and instructional methodologies, including 

technology enhancements, making software implementation recommendations as identified 

Required Skills 

1. Ability to learn, organize and communicate technical subject matter 

2. Ability to write effective copy, instructional text, audio scripts/video scripts 

3. Skill in utilizing a variety of multimedia training platforms and methods 

4. Excellent interpersonal and organizational skills. Ability to interact cross-functionally across 

the organization and to organize and manage time and projects effectively. 

5. Ability to work independently and take initiative to identify and solve problems, set 

priorities, and see projects through to completion. 

6. Strong attention to detail and analytical skills. 

7. Ability to develop a thorough knowledge of FBFM's policies, procedures, operational 

processes, software, and internal control functions 

8. Experience in and /or understanding of agricultural production 

9. Skill in utilizing technology to increase efficiency 

10. Oral and written communication skills sufficient to discuss a variety of job-related topics, 

and to effectively communicate complex topics to a variety of audiences 

Required Qualifications 

1. Bachelor's Degree in accounting, business, agribusiness, adult education, educational 

technology or a related field and  



2. At least three (3) years of experience in technical training, instructional writing, or adult 

education experience; or an equivalent combination of education and experience sufficient 

to perform the essential functions of the job.   

3. At least three (3 years) of experience in tax preparation, accounting concepts, and/or 

business financial analysis 

Details 

This position may require up to 80% travel throughout the state of Illinois for training assistance. While 

performing the duties of this job, the team member is required to have ordinary ambulatory skills; 

ability to stand or sit, bend or stoop, and manipulate (lift, carry, move) light weights of up to 10 pounds. 

Requires good hand-eye coordination, arm, hand and finger dexterity, including ability to grasp, and 

visual acuity to use a keyboard, operate office equipment and read. The team member frequently is 

required to sit, reach with hands and arms, talk and hear. Position requires frequent typing, up to 75% 

of the time.   


