HOURS: 9:00 am - 5:30 pm

POSITION SUMMARY:  

Responsible for developing and delivering training as part of a training program which includes training attorneys, legal support staff, secretaries and administrative staff on all desktop software applications, systems and network. 

RESPONSIBILITIES: 

•  Develop and provide training to attorneys and staff regarding all technology, including changes and upgrades

•  Provide technical assistance as needed

•  Provide Help Desk-type support as needed

•  Design, develop, implement and evaluate training curriculum, exercises, assessments, supporting documentation, and other materials to be used in classroom training

•  Maintain training database – entering, editing and reporting on training for all Firm attorneys and staff

•  Orient and train new employees on our network, standard software, telephones and systems

•  Schedule attorneys and staff for ongoing technical and developmental training programs

•  Design, develop and implement ongoing technical and developmental training programs

•  Determine monthly workshops, schedule and update training calendars

•  Manage Training Institutes and develop/send staff training status reports 

•  Assist in evaluating software applications/training technology for potential use by the Firm

•  Maintain training rooms by ensuring equipment is in place and working properly, training areas are clean, and supplies and training materials are available for all classes

•  Edit and maintain all trainer guides

•  Maintain monthly report detailing prior accomplishments, future goals, and schedule training classes for subsequent months

•  Maintain familiarity with all software applications used at the Firm

•  Draft, edit and manage monthly training newsletter

MINIMUM QUALIFICATIONS AND SKILLS REQUIRED:

•  Software applications in use by Firm including but not limited to:  Microsoft Word, Microsoft Excel, Microsoft PowerPoint, Microsoft Outlook, Adobe Acrobat, Legal MacPac, Hummingbird DM and Aptus. 

EDUCATION:

College degree preferred

