
 
 
Position Title:  Skills Trainer 
Department:  Human Services, Veterans Employment and Training Services             
Exemption:  Non-exempt   
Supervisor:       Director, Veterans Training School 
 
Job Summary: 
The primary responsibility for the Skills Trainer is to assist Veterans in learning new skills or provide refresher classes 
on skills previously learned.  The Trainer will coordinate and collaborate with partners of the NECHV to ensure that 
the Veterans receive the most in-demand skills training and education. 
 
Primary Responsibilities:   
 
Training 

 Assess training needs of Veterans through focus groups, employer partners, and/or surveys Veterans, 
employers and other Human Services team members 

 Collaborate with employers to plan, coordinate, and offer relevant training opportunities   
 Design, plan, organize and facilitate training programs and skill building for Veterans 
 Develop and assist in the development of curricula and materials in areas including but not limited to job 

readiness, skills training, customer service skills, and basic computer skills through a mix of classroom-
based and hands-on experiences 

 Initiate and coordinate Admissions Committee 
 Performs education and readiness assessment to achieve employment and enrichment goals when 

appropriate 
 Coordinate and report on Volunteers teaching and/or training for the training department 
 Present information to adult learners, using a variety of instructional techniques and formats 
 Teach classes that meet the needs of Veteran and employers 
 Help foster positive relationships with local colleges i.e. Bunker Hill Community College, Roxbury 

Community College and Fisher College 
 Perform intakes to determine and establish education and training goals 
 Manage relationships and enrollments with partner colleges 
 Collaborate outreach with external organizations that serve Veterans and employers  
 Collect and use data to monitor progress and make decisions regarding instruction and support 
 Monitor, evaluate and record training activities to capture program(s) effectiveness 
 Attend and actively participate in department, case conferencing, and program/department meetings as 

required.  

  Performs other related duties as assigned  
 
Administrative:  

 Ensure all data collection and ETO documentation procedures are adhered to according deadlines.  

 Work closely with the Philanthropic Officer of Community Engagement to identify, establish, and grow 
additional community partnerships 

 Create certificates of completion and completes data entry  
 Work in concert with the Human Services team 
 Perform other duties as assigned  



 
 

Education/Preferred Experience: 

 Bachelor’s Degree required; Master’s Degree in education preferred 
 Two+ years’ experience working in an educational or training environment; experience working with persons 

with disabilities and barriers to success preferred  
 Takes initiative and works independently  
 Veteran preferred  

 
Essential Functions: 

 Knowledge of principles and methods for curriculum and training design, teaching and instruction for 
individuals and groups 

 Ensure the highest standard of confidentiality  
 A passion for working with Veterans that may face barriers to accomplishing their goals 
 Ability to work independently and as a team player 
 Capacity to perform outreach to veterans and agencies that serve Veterans 
 Proficient with Microsoft Office Suite (Word, Excel, Power Point, and Outlook) 
 Ability to learn new job skills and juggle multiple priorities 

 
 
 


