
  

 
Talent Development Partner I #03261 
City of Virginia Beach – Job Description 
Date of Last Revision: 01-09-2023 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  9 
 
City of Virginia Beach Organizational Mission & Values 
The City of Virginia Beach exists to enhance the economic, educational, social and physical quality of the 
community and provide sustainable municipal services which are valued by its citizens. The City of 
Virginia Beach organization is based upon a belief in the democratic process of government. This belief 
provides meaningful ways for citizens, reflecting the diversity of our City, to contribute to the development 
of public policy. This process is enhanced by organizational values which guide member performance 
within the Virginia Beach Quality Service System. These Values define our desired organizational culture.  
We value quality customer service; teamwork; leadership and learning; integrity; commitment; and 
inclusion and diversity. 
 
Class Summary 
Under close supervision, develop and conduct Citywide training classes and programs for all levels of the 
organization.  Facilitates virtual and classroom learning related to New Member Orientation, DEI, 
leadership and supervision, communication and other soft skills, employee and team engagement, and/or 
topics deemed essential for skill development, and  professional development, and organizational 
development and effectiveness. 
   
Representative Work Functions and Responsibilities 
Facilitates virtual and classroom learning (at all levels of the organization) related to New Member 
Orientation, diversity,equity, and inclustion, leadership, supervision, communication and other soft skills, 
employee and team engagement, and/or topics deemed essential for skill development, and  professional 
development, and organizational development and effectiveness. 
 
Asssits in designing curriculum and instruction for Citywide training classes and programs for all levels fo 
the organization.  

May conduct coaching and consulting sessions with supervisors and employees to provide 
recommendations regarding skills and talent development strategies and customized training solutions. 
 
Assist in conducting training needs assessments/instructional analysis to ensure conformity with mission 
training objectives and develops training plans, as needed.  Consult with internal and external clients to 
assess learning needs and to identify solutions; write up findings and draft recommendations regarding 
program enhancements to ensure the ongoing effectiveness of city wide training classes and programs. 
 
Assist in the collection of  data relevant to business strategies and goals and evaluates the impact of 
talent development programs for effectiveness. Collaborates with senior instructional staff and co-workers 
on performance-based measurement assessments for objective evaluation of instructional programs and 
ROI measurements. 

Assist in building the training class schedule and annual catalog for the Learning and Development 
Division and make revisions to the class scheudule as needed. 
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Uilizes the Learning Management Systems online learning platforms, and Adobe Captiviate for class 
management, business intelligence and reporting, to build asynchronous training,status reports, exhibits, 
communications, technical support for users, and all other functions as assigned. 

Provides assistance in all aspects of customer services and customer technical support for learning 
management systems and online learning platforms or web-based.  Provides customer assistance with 
use of training room equipment or assistance in troubleshooting in-person and virtual technical errors. 
 
Assist with ensuring facilitator guides, participant guides, PowerPoints and supporting materials are 
current and stored electronically.   

Authors training materials, guides, manuals, and materials to support virtual, online, and inperson 
training.   
 
Attends periodic seminars, forums, and meeting to ensure currency of training and instructional 
methodologies and technology enhancements. 

Assist in designing marketing materials for training classes and city wide programs using Adobe Creative 
Cloud and other applications. 

As assigned by the HR Administrator, serve as a  departmental liaison on cross functional teams and 
committees lending human resources expertise where needed. 
 
Perform all other duties as assigned by the HR Administrator. Individual assignments will be determined 
by the supervisor based on then current workloads and department need. 
 
Performance Standards 
Remains current on developments in training and instructional methodologies, including technology 
enhancements; uses a variety of instructional techniques to enhance learning experience; clearly and 
logically organize material to be presented to maximize the expected outcomes derived from the 
presentation; creates positive learning climates/environments to foster the leaning experience;responds 
to inquiries from supervisors and employees are accurate and  timely;  thoroughly and effectively conduct 
research on projects to maximize the quality and quantity of information;  organize training systems 
procedural manuals and supporting documentation for training programs and systems in accordance with 
municipal/departmental requirements; demonstrates knowledge and use of equipment to assist 
customers and/or troubleshoot errors effectively; adequately document in writing justification to support 
recommendations for new or updated training programs; effectively communicate both orally and in 
writing; and establish and maintain effective working relationshipsl design solutions that maximize 
learning and/or behavioral outcomes; obtains train-the-trainer license when implementing new programs 
that require training certifications as required;  maintains training certifications in good standing.  
 
Minimum Qualifications 
Requires a any combination of education (above the high school level) and/or experience equivalent to 
six (6) years in training and curriculum design for organizational development and adult learning that 
utilize the required knowledge, skills and abilities associated with such positions as a Talent Development 
Partner, Corporate Traniner, or Trainer. 
  
Some positions may require employee to have, or obtain, a current and valid Virginia or North Carolina 
driver’s license in accordance with Virginia or North Carolina DMV driver’s license eligibility requirements. 
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Preferred Qualifications 
Bachelors Degree or higher in a related field. Earned a Training Certification 

 
Special Requirements 
All employees may be expected to work hours in excess of their normally scheduled hours in response to 
short-term department needs and/or City-wide emergencies. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of concepts and methodologies of talent development and instructional design 
models. 

2. Knowledge of organizational development training content including topics like onboarding, 
DEI, leadership, team building and engagement, change management, conflict resolution, 
etc. 

3. Knowledge of theories, models and techniques of adult learning, facilitation, career 
development, workforce development, and coaching. 

4. Knowledge of needs assessment approaches and techniques.  
5. Knowledge of methods and techniques for planning, designing, and developing instructional 

content. 
6. Knowledge of current supervisory practices, techniques and related City policies in order to 

provide guidance to departments. 
7. Knowledge of the capabilities of computer technology and software packages, including 

Microsoft , Adobe Connect, LMS, LXP and web-based or virtual training platforms and 
applications. 

8. Knowledge of communication theories and models and how they relate to learning. 
9. Knowledge of the philosophy, theories, practices, and techniques of current public human 

resources administration and human resources related policies and procedures. 
10. Knowledge of the structures, function and administration of municipal organizations.   
11. Knowledge of municipal budgeting procedures.  (III?) 

B. Skills 
1. Skill in applying principles of cognitive science and adult learning 
2. Skill in training and facilitation of organizationational development topics 
3. Skill in designing curriculum for training classes in organizational development topics. 
4. Skill in conveying information to individuals and a diverse adult audience, both orally and in 

writing, in a clear and concise manner. 
5. Skill in eliciting and using knowledge and information from subject matter experts to support 

and/or enhance learning. 
6. Skill in designing blueprints, schematics, and/or other visual representations of learning and 

development solutions. 
7. Skill in selecting and aligning delivery options and media for training and/or learning events to 

the desired learning or be  
8. Skill in facilitating meetings and/or learning events in face-to-face and/or virtual 

environments.havioral outcomes. 
9. Skill in selecting and aligning delivery options and media for training and/or learning events to 

the desired learning or behavioral outcomes. 
10. Skill in delivering training using multiple delivery options and media for classroom and virtual 

learning. 
11. Skill in designing and/or developing learning assets, for example role plays, self-

assessments, training manuals, job aids, and visual aids that align to a desired learning or 
behavioral outcome. 

12. Skill in researching, analyzing, and reporting human resources and statistical data. 



Talent Development Partner I #03261 

   
This description is intended to indicate the kinds of tasks and levels of work difficulty that will be required of positions that will be given this 
title and shall not be construed as declaring what the specific duties and responsibilities of any particular position shall be. It is not intended to 
limit or in any way modify the right of any supervisor to assign, direct, and control the work of employees under his or her supervision. The use 
of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar kind or 
level of difficulty. 

Page 4 of 4 
 

13. Skill in  coach, counseling and interviewing techniques. 
14. Skill in conflict resolution and responding calmly and diplomatically during stressful situations. 
15. Skill in using microcomputers, virtual platforms, e-learning software, Adobe Creative Suite – 

Captivate, and LMS systems.   
16. Skill in the application of supervisory techniques and leadership principles. 

C. Abilities 
1. Ability to communicate information and ideas clearly and effectively.  
2. Ability to actively listen to and understand information and ideas presented. 
3. Ability to work effectively with persons of diverse backgrounds.  
4. Ability to establish and maintain effective working relationships with employees, HR 

representatives, department and city officials and others.  
5. Ability to recognize problems and initiate corrective action using logical decision making 

techniques. 
6. Ability to maintain confidentiality.   
7. Ability to work with limited supervision as well as in a team environment.  
8. Ability to effectively recommend change in response to organizational or departmental 

priorities, process improvement, legal developments, or technological advances.   
9. Ability to identify various learning opportunities (training, self-study, or new work experiences) 

to stay abreast of trends in the field of human resource management. 
 

Working Conditions 
Working conditions are intended to provide a general overview of the environmental conditions inherent in 
the job setting, as well as the physical, mental, and sensory requirements necessary to perform the 
essential functions of positions in the noted job title.  A more detailed description will be made available at 
the position (PCN) level both internally and externally with all posted open positions. 
 
NOTE: Per HR Policy 6.19, Americans with Disabilities, the City follows the requirements of the Americans 
with Disabilities Act (ADA) in all hiring and employment decisions.  The City shall not discriminate on the 
basis of disability in its hiring and employment practices.  The City shall make reasonable accommodations 
for the known physical or mental limitations of a qualified applicant or employee with a disability upon 
request unless the accommodation would cause an undue hardship on the operation of the City’s business. 
 

 


