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SUBJECT:	New NOF Apprenticeable Occupation:  Training and Development Specialist

1. Purpose. To inform the staff of OA, State Apprenticeship Agencies (SAA), Registered Apprenticeship program sponsors, and other Registered Apprenticeship partners of the following new National Occupational Framework (NOF) to an apprenticeable occupation:  Training and Development Specialist.

2. Action Requested. OA staff should familiarize themselves with this bulletin and the attached Work Process Schedule and Related Instruction Outline, as a source for developing apprenticeship standards and/or providing technical assistance.

Training and Development Specialist will be added to the List of Occupations Recognized as Apprenticeable by OA located on www.apprenticeship.gov.  A suggested Work Process Schedule and Related Instruction Outline are attached.

3. Summary and Background. 
a. Summary – Training and Development Specialist was submitted by Mr. Zachary Boren, Senior Policy Program Manager on behalf of Urban Institute, were processed by Joseph Jenkins and approved by the OA Administrator on September 26, 2024.  

The National Office has approved a new National Occupational Framework (NOF), developed in partnership with the Urban Institute. This NOF has met industry standards and approval; it covers job titles and occupational pathways, related functions and performance criteria, as well as academic, workplace and personal competencies for job success.  While use of NOFs in developing standards utilizing the national training approach is voluntary, no additional vetting of a Work Process Schedule (WPS) utilizing the NOF should be required where a program aligns to the occupational framework described in a NOF, beyond the basic requirements set forth in 29 CFR Part 29.  While on-the-job learning (OJL) is ordinarily outlined in the WPS, sponsors who utilize a NOF must develop the Related Instruction Outline, which should be included in the standards.  

However, OA encourages the use of all core competencies to be included in the approved WPS.  

b. Background – 

New/Revised Occupation Background - Under 29 CFR section 29.4, an occupation for a RAP must meet the following criteria to be determined apprenticeable:

a) Involve skills that are customarily learned in a practical way through a structured, systematic program of on-the job supervised learning:
b) Be clearly identified and commonly recognized throughout an industry;
c) Involve the progressive attainment of manual, mechanical, or technical skills and knowledge which, in accordance with the industry standard for the occupation, would require the completion of at least 2,000 hours of on-the-job learning to attain; and
d) Require related instruction to supplement the on-the job learning. 


4. New NOF Apprenticeable Occupation. The occupation Training and Development Specialist was submitted for an apprenticeability determination.

Training and Development Specialist
O*NET-SOC CODE:  13-1151.00
RAPIDS Code:  1079
Type of Training:  Time-based 2,000 hours, Hybrid 2,000 to 2,500 hours, Competency-based 1 year,

Training and Development Specialists perform the following duties: 
· Design, implement, and evaluate programs to increase the knowledge and skills of their clients. 
· Work in all industries to identify and address training needs, and either directly administer programs or work with facilitators to ensure programming meets their learning outcomes. 
· Work with employees of a particular organization or jobseekers preparing for future employment opportunities. 
· Assess training efficacy and propose program modifications.

5. Inquiries. If you have any questions, please contact Douglass McPherson, Supervisory Apprenticeship and Training Representative, Division of Standards and Quality at (202) 693-3783.

6. Attachments. 



EMPLOYMENT AND TRAINING ADMINISTRATION
U.S. DEPARTMENT OF LABOR
WASHINGTON, D.C. 20210

2

image1.emf
Training and  Development Specialist WPS.docx


Training and Development Specialist WPS.docx
		Training and Development Specialist



		ONET Code: 13-1151.00

RAPIDS Code: 1079







Work Process Schedule



Instructions for Use:

Competency-based programs: In the “performance level achieved” column of the work process schedule (see examples starting on the next page), assess apprentices’ performances on each competency with the scale below. No monitoring of hours is required for this approach. See “Guidelines for Competency-Based, Hybrid and Time-Based Apprenticeship Training Approaches,” US Department of Labor, Employment and Training Administration, Office of Apprenticeship, October 20, 2015, https://www.apprenticeship.gov/sites/default/files/bulletins/Cir2016-01.pdf.

4—Competent/proficient (able to perform all elements of the task successfully and independently)

3—Satisfactory performance (able to perform elements of the task with minimal assistance)

2—Completed the task with significant assistance

1—Unsuccessfully attempted the task

0—No exposure (note the reason—absence, skill isn’t covered, etc.)

Time-based programs: In the “hours” row, specify the number of hours apprentices will fulfill for each job function. No assessment of competencies is required for this approach.

Hybrid programs: In the “performance level achieved” column, assess apprentices’ performances on each competency using the 0–4 scale above. In the “hours” row, identify a range of hours apprentices should spend working on each major job function.


		Job Function 1: Assesses training and development needs



		Hours (time-based and hybrid programs only): 



		Competencies

		Core or optional

		Performance level achieved (0–4) (competency-based and hybrid programs only)





		A. Analyzes existing data on behavior and training outcomes

		Core

		



		B. Connects with employees, jobseekers, supervisor, clients, managers, instructors, and other senior staff to understand training and development opportunities

		Core

		



		C. Maintains knowledge of the latest trends in training and development by reading journals, attending seminars, and participating in professional associations and conferences

		Core

		



		D. Supports the determination on whether or not training is needed and if so, whether to develop training in-house or with external partners 

		Core

		



		E. Researches internal and external training program options and alternatives, including learning outcomes, costs, variation in program delivery, accessibility, and neurodiversity

		Core

		



		F. Supports supervisor with forecasting training costs and prepares training budget for review

		Core

		



		G. Refers employees, jobseekers or clients to applicable training and development services, including external programs if no internal training is available

		Optional

		



		H. Conducts surveys, interviews, and focus groups to understand training needs and collect feedback on current or potential training programs

		Optional

		



		I. Administers assessments to employees, jobseekers, clients, and other stakeholders

		Optional

		








		Job Function 2: Designs constructive, accessible, and valuable training and development programs





		Hours (time-based and hybrid programs only):



		Competencies

		Core or optional

		Performance level achieved (0–4) (competency-based and hybrid programs only)





		A. Determines program learning outcomes and measurement instruments

		Core

		



		B. Designs learning activities based on identified learning outcomes

		Core

		



		C. Proposes training modalities, methods of delivery, and formats to follow best practices for adult learning, accessibility, and neurodiversity (i.e., ADA, WCAG standards, Section 508)

		Core

		



		D. Helps develop an evaluation plan and/or rubric that supports company goals and can be utilized to improve processes and practices over time

		Core

		







		Job Function 3: Develops programs in alignment with client goals



		Hours (time-based and hybrid programs only):



		Competencies

		Core or optional

		Performance level achieved (0–4) (competency-based and hybrid programs only)





		A. Proposes internal or external training programs that match desired learning outcomes such as educating employees on company technology, skill development, and other topics

		Core

		



		B. Utilizes learning goals of the jobseeker, client or employer to help developers align trainings with professional development goals and company needs and values

		Core

		



		C. Collaborates with subject-matter experts and reviewers throughout training development

		Core

		



		D. Writes, designs, and curates materials like guidebooks, manuals, handouts, presentations, and course modules

		Core

		



		E. Supports the modification of trainings to follow best practices for adult learning, accessibility, and neurodiversity (i.e., Americans with Disabilities Act Web Content Accessibility Guidelines, Section 508)

		Core

		



		F. Enters data and other information into learning management systems (LMSs) as needed

		Core

		



		G. Coordinates with colleagues, including project managers, graphic designers, instructional technologists, videographers, and programmers to develop trainings

		Optional

		



		H. Develops the content and elements of training and inputs training into LMSs as needed

		Optional

		



		I. Supports the customization of training plans to maintain or improve in-demand skills and develop executive potential among junior employees

		Optional

		







		Job Function 4: Implements training and development programs



		Hours (time-based and hybrid programs only):



		Competencies

		Core or optional

		Performance level achieved (0–4) (competency-based and hybrid programs only)





		A. Under supervision, helps to select and assign qualified facilitators and instructors to meet learning outcomes

		Core

		



		B. Manages course delivery logistics, including scheduling trainings, supplying necessary materials, and utilizing and testing LMSs 

		Core

		



		C. Facilitates training in a variety of modalities, including group discussion, lecture, simulations, role-playing, and team exercises, reflection, as needed

		Core

		



		D. Distributes training videos, summaries, training assessment, and post-training action items to participants

		Core

		



		E. Maintains programming on LMSs and other software that tracks progress (i.e., Canvas, Blackboard, Moodle, Talent LMS, Workday) 

		Core

		



		F. Coordinates with colleagues to create, disseminate, and track training recruitment announcements and messaging

		Optional

		








		Job Function 5: Evaluates program effectiveness and modifies accordingly



		Hours (time-based and hybrid programs only):



		Competencies

		Core or optional

		Performance level achieved (0–4) (competency-based and hybrid programs only)





		A. Utilizes assessments, feedback forms, and attendee feedback to assess the efficacy of trainings, after trainings and over time

		Core

		



		B. Engages in reflection after each training session to assess successes and areas for improvement

		Core

		



		C. Analyzes feedback, data, and training practices to identify areas of improvement 

		Core

		



		D. Assesses modes of training delivery to determine return on investment, considering effectiveness, cost, and environmental impact

		Core

		



		E. Modifies training methods if expected progress or learning is not seen

		Core

		



		F. Reports to management on the status, importance, and efficacy of training programs during design, development, and implementation as well as after training

		Core

		



		G. Tracks program learning outcomes or project milestones for each specific training

		Core

		



		H. Proposes changes in programming based on feedback and outcomes

		Core

		



		I. Evaluates individual instructors’ training abilities and prepared materials impartially, referring instructors to skill development classes if necessary

		Optional

		



		J. As needed, follows up with jobseekers or clients and continues to provide support until specified goals are reached

		Optional

		








		Job Function 6: Oversees documentation and program logistics



		Hours (time-based and hybrid programs only):



		Competencies

		Core or optional

		Performance level achieved (0–4) (competency-based and hybrid programs only)





		A. Manages Zoom recordings and LMS training recordings and their dissemination

		Core

		



		B. Adheres and maintains compliance documentation as required by the company or project 

		Core

		



		C. Estimates and reports on timelines, outcomes, goals, and focuses on solutions if milestones deviate from the approved plan

		Core

		



		D. Participates in self-planning activities, such as managing workflow and prioritizing tasks

		Core

		



		E. Proactively anticipates issues before they arise and maintains a sense of ownership in all projects

		Core

		



		F. Maintains records of activities, attendance, hours completed, results of assessments, and other documents following company standards for data management

		Optional

		



		G. Monitors program costs by maintaining records of expenses

		Optional

		



		H. Updates records relating to employee performance improvement plans as needed

		Optional

		







		Job Function 7: Upholds standards of ethical practice



		Hours (time-based and hybrid programs only): 



		Competencies

		Core or optional

		Performance level achieved (0–4) (competency-based and hybrid programs only)





		A. Maintains the appropriate level of confidentiality at all times when interacting with management, employees, or colleagues

		Core

		



		B. Handles confidential and secure data per project or employer compliance guidelines to maintain data privacy

		Core

		



		C. Responds quickly and appropriately to reports of unethical behavior or conflicts of interest, following appropriate compliance guidelines

		Core

		



		D. Fosters an environment where employees feel empowered to raise concerns

		Core

		



		E. Recognizes and takes steps to mitigate personal biases in the workplace 

		Core

		



		F. Demonstrates cultural competence and cultural humility in all situations 

		Core

		



		G. Promotes transparency in operational and organizational processes and events wherever possible 

		Core

		



		H. Uses positive and respectful verbal, nonverbal, and written communication with coworkers and external partners

		Core

		



		I. Assists in maintaining a workplace free from discrimination and harassment 

		Core

		



		J. Understands and complies with company policies, including those concerning inclusivity and equity

		Core

		



		K. Understands and complies with all applicable external standards and practices (i.e., copyright, fair use, accessibility)

		Core

		







		Job Function 8: Effectively communicates, plans, and engages with others



		Hours (time-based and hybrid programs only):



		Competencies

		Core or optional

		Performance level achieved (0–4) (competency-based and hybrid programs only)





		A. Fosters open communication through active listening and facilitates shared understanding across teams and clients

		Core

		



		B. Offers and accepts feedback respectfully, meets others with empathy, and seeks additional feedback and perspectives

		Core

		



		C. Addresses challenges with curiosity, seeks to understand the root cause, and initiates follow-up conversations to provide insight and resolutions in a positive manner 

		Core

		



		D. Displays flexibility, positivity, and a growth mindset in adapting to changing work priorities

		Core

		



		E. Treats clients with attentiveness and patience, remaining sensitive to individuals’ needs and feelings, and adopting a customer service mindset

		Core

		







		Job Function 9: Invests in own professional development



		Hours (time-based and hybrid programs only): 



		Competencies

		Core or optional

		Performance level achieved (0–4) (competency-based and hybrid programs only)





		A. Stays up to date on relevant internal and external policies and practices

		Core

		



		B. Maintains knowledge of internal and external resources available for training and talent development

		Core

		



		C. Seeks feedback on personal performance to improve skills and abilities 

		Core

		



		D. Exercises self-awareness and understanding to recognize areas and opportunities for growth

		Core

		



		E. Proactively seeks out professional learning opportunities

		Core

		



		F. Acknowledges and adapts to setbacks and learns from challenges

		Core

		



		G. Maintains knowledge of industry-standard multimedia, LMSs, training platforms, software, and methods

		Core

		



		H. Participates in professional associations, learning communities and other networks that can help with developing curriculum and one’s own professional development

		Optional
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Instructions for Use: 

Registered Apprenticeships must include at least 144 hours of Related Technical Instruction (RTI). Courses offered by accredited colleges and universities may be assigned a credit hour determination rather than a contact hour determination. In general, an academic credit unit is the equivalent of 15 clock hours of instruction.

Development and Use of this RTI Outline: Employers and academic institutions may approach RTI in markedly different ways. Our goal was not to identify the single best way to provide RTI, or to identify a single provider whose content we deemed to be superior. Instead, our goal was to survey a number of education providers, including employers, institutions of higher education, high schools, private continuing education providers, labor organizations, professional associations and, in some cases, municipalities that provide worker training, to identify topics or courses common among those providers that align with the job functions included in this WPS. Those common topics or courses are reflected in the RTI Outline provided below, which may be useful in developing your RTI program or communicating your needs to an educational partner.













 

		Examples of RTI providers for this occupation 



		Professional associations and labor organizations: The Society for Human Resource Managers (SHRM) offers many professional development opportunities for Talent Development (TD) specialists.

Military: The military reserves positions in human resources education and training for officers and does not offer educational opportunities for nonmilitary TD specialists. 

States/municipalities: Not applicable

Federal government: The Office of Personnel Management offers education and training through the federal Human Resources Institute, though these classes and programs are generally limited to members of the federal workforce. 

Colleges and universities: Many colleges and universities offer degree programs in human resources as well as continuing education or certificate opportunities in HR subspecialties, such as education and training. 

No-cost online providers: Coursera, EdX and Udemy offer learning opportunities for TD specialists who are focused on training and education. These courses are free of charge; however, individuals who want to participate in graded assignments or receive credit for the course are generally required to pay tuition and fees to the delivering institution. 

Continuing education or specialty education providers: There are numerous private sector providers that offer short courses for TD specialists, including those involved in education and training. 







		Prerequisite knowledge, skills or experience typically required by RTI providers for this occupation 



		Some RTI providers may seek candidates who have basic computer skills and who speak English. Some employers may give hiring preference to candidates who are also fluent in Spanish. 








		Business Communication



		Hours: 20–30



		Sample learning objectives

· Demonstrate the ability to communicate clearly and concisely verbally and in writing.

· Demonstrate the ability to engage in effective active listening.

· Explain effective strategies for de-escalating anger, frustration, or confrontation.

· Demonstrate the ability to properly format an email, a memorandum, a statement of policy, a meeting agenda, and an event itinerary.

· Demonstrate the ability to communicate using proper grammar, sentence structure, spelling, punctuation, capitalization, and pronunciation. 

· Demonstrate the ability to ask a question in such a way as to generate informative responses.

· Demonstrate the ability to use electronic calendar software to schedule a meeting, invite participants, and share relevant documents.

· Demonstrate the ability to use social media properly and according to company policy.

· Explain the organization’s policy for communicating with employees, managers and external constituents.

· Demonstrate the ability to write a document that provides clear instructions regarding standard processes. 

· Explain the importance of observing organizational hierarchies when communicating with colleagues.

· Demonstrate the ability to create email list serves.

· Demonstrate the proper use of electronic “carbon” copies and blind “carbon copies.

· Explain the organization’s policies regarding record retention and storage.





 

		Introduction to Business Management and Strategy



		Hours: 15–20



		Sample learning objectives

Explain the types of business entities (including nonprofit organizations, sole proprietorships, S Corporations, B Corporations, government entities, and publicly traded companies) and the distinguishing characteristics/operating principles of each. 

Describe the organizational structures typical for small, medium and large businesses or organizations and discuss the roles and responsibilities for each organizational unit.

Explain the financial and fiduciary responsibilities of nonprofit, private, and publicly traded entities, and discuss how business profits and losses impact organizational decisionmaking.

Describe the impact of staffing and human talent on business productivity and viability, and discuss current challenges that companies and nonprofit entities are facing in meeting staffing goals.

Discuss the types of organizational goals that businesses and nonprofit organizations typically establish and describe effective strategies used by successful companies and organizations to meet those organizational goals.







		Assessment and Evaluation



		Hours: 25–35



		Sample learning objectives

· Explain the difference between and importance of formative and summative assessments.

· Discuss strategies for using pre-tests to assess the current knowledge state of a particular audience.

· Discuss the importance of developing surveys that avoid bias.

· Define selection bias and discuss strategies for avoiding it in developing assessments.

· Differentiate between causal and correlational relationships and explain techniques that can be used to properly establish causal links between a particular treatment and the observed effect.

· Explain the concepts of validity and significance with regard to survey results from small sample sizes.

· Demonstrate the ability to develop a meaningful formative and summative assessment as well as employee surveys.

· Explain the purpose of focus groups and strategies for convening focus groups that will provide meaningful results and avoid sample bias.

· Demonstrate the ability to collect, tabulate and interpret assessments and survey results.

· Explain the importance of validating outcome results with performance observed by supervisors of learners. 

· Differentiate between criticism and constructive feedback and demonstrate the ability to provide constructive feedback. 








		Curriculum Development



		Hours: 45–60



		Sample learning objectives

· List and discuss the key points of curriculum development (goals, methods, materials, and assessment).

· Discuss and demonstrate the ability to engage in the five stages of curriculum development (desk review, needs assessment, stakeholder consultations, content development, validations, and approval).

· Discuss the importance of including measurable goals in the curriculum development process.

· Explain the relevance of scaffold learning.

· Explain the challenges associated with measuring meaningful outcomes, especially outcomes associated with short-term education and training programs.

· Discuss the challenges associated with in-person versus online learning and explain the types of learning that can best be delivered by each modality.

· Demonstrate the ability to develop a learning program using a LMS.

· Demonstrate the ability to provide learning opportunities and materials that can be adapted to meet the unique needs or challenges of each learner.

· Explain the principles of user-centered design.

· Develop curricular materials in line with the principles of user-centered design.

· Demonstrate the ability to develop clear and concise learning objectives.

· Define critical thinking and explain clear strategies for directly measuring critical thinking skills.

· Explain how instructors should be selected to deliver specific content or learning opportunities.

· Explain the role of business-to-business and business-to-academic relationships in developing a comprehensive and effective training program.








		Adult Learning Theory



		Hours: 30–40



		Sample learning objectives

· Describe the advantages that adult learners have, as compared to younger learners, as well as the challenges that may be unique to adult learners. 

· Describe the history of adult learning theory, starting with John Dewey’s theory of project-based learning which he introduced in the late 1800s.

· Compare and contrast the following adult learning theories as well as the types of knowledge and skill development of each theory: project-based learning (John Dewey); andragogy (Malcolm Knowles); experiential learning (David Kolb); self-directed learning (Malcolm Knowles and D.R. Garrison); transformational learning (Jack Mezirow,); action learning (Reg Revans).

· Discuss the challenges leaders face in motivating and engaging adult learners to complete mandatory education and training in areas outside of the personal and professional interests of employees.

· Describe elements of the learning environment that are critical to engaging and motivating adult learners. 

· Describe the role of learning leaders in designing and delivering instruction to adult learners.

· Discuss effective strategies for engaging reluctant learners or those who have learning challenges. 

· Discuss the advantages and disadvantages of distance learning and explain the types of learning best accomplished with each modality.

· Demonstrate the ability to design learning plans based on the type of knowledge or skills the learner is expected to acquire, the types of facilities available, and the budget made available for the learning activity.







		Talent Management—Employee Orientation and Onboarding



		Hours: 10–15



		Sample learning objectives

Describe the role of effective employee orientation and onboarding in optimizing employee initial skill development and productivity.

Demonstrate the ability to develop an employee onboarding and orientation plan, including through the use of HR management software. 

Demonstrate the ability to evaluate the effectiveness of employee orientation and onboarding programs, to troubleshoot less-than-effective programs or program elements, and to improve these programs based on survey and interview results.

Explain strategies for onboarding employees based on their level of responsibility within the organization.

Explain how to identify and prepare individuals who will serve as trainers, mentors, coaches or peers for the purposes of new employee onboarding.

Discuss strategies for onboarding current employees as they move into new roles, even if they are not new employees at the company or organization.







		Team–Building in the Work Environment



		Hours: 20–30 



		Sample learning objectives

· Discuss the importance of team building for new and continuing employees.

· Explain the relevance of an effective onboarding process to help new workers learn key policies and practices of an organization.

· Discuss strategies for integrating new workers into a team and for assessing the skills gaps that may need to be filled to help a new worker be successful.

· Demonstrate the ability to effectively lead team-building exercises.

· Discuss the various types of personality assessments that can be used in the workplace to improve communication and interpersonal relationships and to help workers succeed at their jobs.

· Demonstrate the ability to effectively communicate and use the results of personality tests to help workers succeed.

· Discuss the importance of peer teaching and peer mentoring in building stronger, more resilient, and more effective teams. 

· Discuss ways in which training and education activities can be used to help teams work together more effectively and productively. 












		Creating Learning Materials



		Hours: 40–50



		Sample learning objectives

Explain the types of materials that can be utilized as learning resource materials and demonstrate the ability to locate and assess the relevance of various learning materials.

Differentiate between the types of learning materials used to serve the needs of each type of learner.

Discuss the importance of visual images to support instructional text.

Demonstrate the ability to evaluate the learner level targeted by various learning resources.

Demonstrate the ability to develop learning resource materials that are informative and visually appealing.

Discuss the unique challenges and opportunities associated with online learning resources and materials.

Explain the importance of adapting learning materials to meet learners’ unique needs.

Demonstrate the ability to adapt learning materials to the unique needs of each learner. 







		Relevant military experience 



		Military TD specialists tend to focus on more technical aspects of personnel and records management. The role of trainer and educator is typically reserved for military officers who hold a baccalaureate degree or higher. 







		Occupational Insights 



		HR personnel play an important role in establishing, implementing, and evaluating a company or organization’s success in meeting its goals for improving impartiality. The Society for Human Resource Management (SHRM) provides several resources, toolkits, and training opportunities for HR generalists and TD specialists to improve their knowledge and skills to advance an organization’s equity, diversity, and inclusion goals. For example, their Human Resources Discipline of Diversity, Equity and Inclusion Toolkit helps HR leaders understand how to attract and retain older employees, those with disabilities, and those from underrepresented minorities; improve their ability to bridge the gender divide and manage intergenerational workforces; respect and support individual religious and political beliefs; and better recruit, respect, and serve veterans who bring a wealth of experience and skills learned through military service. 
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The Urban Institute strives to meet the highest standards of integrity and quality in its research and analyses and in the evidence-based policy recommendations offered by its researchers and experts. We believe that operating consistent with the values of independence, rigor, and transparency is essential to maintaining those standards. As an organization, the Urban Institute does not take positions on issues, but it does empower and support its experts in sharing their own evidence-based views and policy recommendations that have been shaped by scholarship. Funders do not determine our research findings or the insights and recommendations of our experts. Urban scholars and experts are expected to be objective and follow the evidence wherever it may lead.
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