
 
 

 
GUILFORD COUNTY SCHOOLS JOB DESCRIPTION 

 
JOB TITLE: GUILFORD ENTERPRISE MANAGEMENT SYSTEM (GEMS) 

LEARNING FACILITATOR 
 
 

GENERAL STATEMENT OF JOB 

Under limited supervision, develops and delivers comprehensive learning programs related to the use of 
the ERP and HCM solutions for end users. The Learning Facilitator works with functional leads during 
implementation of the solutions to understand processes and workflows. Develops training and reference 
materials to facilitate end users understanding of the solutions. Develops and delivers a comprehensive 
training program for end users as well as “train the trainer” approach. Employee will report to the 
Director of GEMS Technical Support.  
 
 

SPECIFIC DUTIES AND RESPONSIBILITIES 
 
ESSENTIAL JOB FUNCTIONS 
 
Develops and manages training plan. 
 
Develops training assessment and creates training strategy, curriculum, and plan. 
 
Leads training and user documentation activities. 
 
Defines and manages the training schedule. 
 
Leads development of the training schedule. 
 
Manages training development efforts. 
 
Responsible for training delivery. 
 
Manages the learning effectiveness program and plans and directs the incorporation of learning 
improvements. 
 
Manages interaction with training subscription provider. 
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Develops training material end user train the trainer training. 
 
Coordinates with ERP Program Managers, Process and Technical team members to ensure training 
material is in sync with final system requirements. 
 
Coordinates team meetings (organize, communicate and provide meeting minutes/summaries). 
 
Coordinates with ERP Program Managers, Process and Technical team members to ensure training 
material is in sync with final system requirements. 
 
Leads classroom training. 
 
Communicates task status and any related issues or concerns to Team Leads and/or Workstream 
Leads and Workstream Business Process Champion on a timely basis. 
 
Assists business analysts in the creation of system documentation. 
 
Leads the development, review/approval, and delivery of business process and systems training 
materials in accordance with the training strategy. 
 
Responsible for reviewing curriculum matching user requirements to package capabilities. 
 
Supports ERP Program Management efforts: 
Assists in development of team work plans. 
 
Monitors/updates team work plans. 
 
Attends and participates in all relevant regularly scheduled GEMS. 
 
Reviews and facilitates resolution of team related issues (including update of team-wide issues log). 
 
Maintains communication with Workstream Lead(s) and Workstream Business Process Champion 
and ERP Program Managers. 
 
Manages day-to-day training activities: 
Coordinates training meetings (organize, communicate and provide meeting minutes/summaries). 
 
Provides guidance and strategy to problem/issue resolution. 
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Oversees team related documentation (i.e. issues log, requirements documentation). 
 
Completes tasks as assigned by Team Leads on time. 
 
Communicates task status and any related issues or concerns to Team Leads and/or Workstream 
Leads and Workstream Business Process Champion on a timely basis. 
 
Responsible for Train the trainers. 
 
Assists in the “training of trainers”. 
 
 
ADDITIONAL JOB FUNCTIONS 
 
Performs other related work as required. 

 
 
 

MINIMUM TRAINING AND EXPERIENCE 
 
Bachelor's degree and 3 to 5 years of training or education experience; or any equivalent combination of 
training and experience which provides the required skills, knowledge and abilities. 
 
 

MINIMUM QUALIFICATIONS OR STANDARDS 
REQUIRED TO PERFORM ESSENTIAL JOB FUNCTIONS 

 
Physical Requirements: Must be physically able to operate a variety of machinery and equipment 
including computers, copiers, facsimile machines, etc. Must be able to exert a negligible amount of force 
constantly to move objects. Physical demand requirements are for Light Work. 
 
Data Conception: Requires the ability to compare and/or judge the readily observable, functional, 
structural or compositional characteristics (whether similar or divergent from obvious standards) of data, 
people or things. 
 
Interpersonal Communication: Requires the ability of speaking and/or signaling people to convey or 
exchange information. Includes giving and receiving instructions, assignments or directions. 
 
Language Ability: Requires the ability to read a variety of correspondence, reports, manuals, professional 
journals, technical procedures, forms, charts, etc. Requires the ability to prepare training material, 
correspondence, reports, personnel records, forms, etc., using prescribed formats and conforming to all  
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rules of punctuation, grammar, diction, and style. Requires the ability to speak before groups of people 
with poise, voice control and confidence. 
 
Intelligence: Requires the ability to apply principles of logical or scientific thinking to d e f i n e  
problems, collect data, establish facts, and draw valid conclusions; to interpret an extensive variety of 
technical instructions in mathematical or diagrammatic form; and to deal with several abstract and concrete 
variables. 
 
Verbal Aptitude: Requires the ability to record and deliver information, to explain procedures, to follow 
oral and written instructions. Must be able to communicate effectively and efficiently in a variety of 
technical or professional languages including safety, personnel and governmental terminology. 
 
Numerical Aptitude: Requires the ability to utilize mathematical formulas; to add and subtract totals; to 
multiply and divide; to determine percentages and decimals; understand and apply principles of statistics 
and statistical inference. 
 
Form/Spatial Aptitude: Requires the ability to inspect items for proper length, width and shape. 
 
Motor Coordination: Requires the ability to coordinate hands and eyes rapidly and accurately in 
using office equipment. 
 
Manual Dexterity: Requires the ability to handle a variety of items such as office equipment. Must 
have minimal levels of eye/hand/foot coordination. 
 
Color Discrimination: Requires the ability to differentiate between colors and shades of color. 
 
Interpersonal Temperament: Requires the ability to deal with people beyond giving and receiving 
instructions. Must be adaptable to performing under stress and when confronted with persons acting under 
stress. 
 
Physical Communication: Requires the ability to talk and hear: (Talking: expressing or exchanging 
ideas by means of spoken words. Hearing: perceiving nature of sounds by ear.)  Must be able to 
communicate via a telephone. 
 

KNOWLEDGE, SKILLS AND ABILITIES 
 
 
Ability to use common office machines, including popular computer-driven word processing, 
spreadsheet and file maintenance programs. 
 
Ability to effectively express ideas orally and in writing. 
 
Ability to make oral presentations before large groups of people. 
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Ability to work with a variety of officials at different levels of government under differing 
managerial controls and at different physical locations. 
 
Ability to exercise tact and courtesy in frequent contact with employees, agency representatives, and 
the general public. 
 
Ability to establish and maintain effective working relationships as necessitated by work  
assignments. 
 

DISCLAIMER 
 
The preceding job description has been designed to indicate the general nature and level of work 
performed by employees within this classification. It is not designed to contain or be interpreted as a 
comprehensive inventory of all duties, responsibilities, and qualifications required of employees to 
this job. 
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