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East House empowers individuals with mental health and substance use 
disorders to recover and to live healthy, fulfilling lives in their community.


	Job Title
	Learning & Development Specialist
	FLSA Status
	Non-Exempt

	Reports To
	Director of Learning & Development
	Pay Band
	76
$24.90-42.60

	Department
	Human Resources
	Date Revised
	8/7/2026

	Position Summary
East House is a dedicated non-profit organization committed to supporting individuals on their journey to recovery.  We provide comprehensive services, including residential support, counseling, peer support and community outreach to empower individuals to overcome mental health and substance use disorders and lead fulfilling lives.  Our mission is to foster a supportive environment that promotes healing and long-term recovery.
The Learning & Development Specialist supports East House's commitment to developing a highly skilled, engaged, and mission-driven workforce. Reporting to the Director of Learning & Development, this position coordinates, delivers, and continuously improves employee learning and development programs that support employees across all East House programs and administrative departments.
The Learning & Development Specialist serves as the primary administrator for the Learning Management System (LMS), coordinates New Employee Orientation, manages mandatory training compliance, partners with program leaders and subject matter experts to develop learning solutions, and coordinates internal and external professional development opportunities.
This position plays a key role in creating a culture of continuous learning that promotes employee growth, regulatory compliance, operational excellence, and exceptional client care through strong cross-functional collaboration.
In compliance with NYS's Pay Transparency Act, the salary range for this position is listed above. East House considers factors such as (but not limited to) scope and responsibilities of the position, candidate's work experience, education/training, key skills, internal peer equity, as well as, market and organizational considerations when extending an offer. The hiring process for this position may require a criminal background check and/or motor vehicle records check. Any verbal or written offer made is contingent on satisfactory results, as determined by Human Resources.

	Responsibilities
Orientation & Onboarding 
· Owns and continuously improves East House's New Employee Orientation (NEO) program, ensuring every new employee receives a welcoming, engaging, and consistent onboarding experience that reflects the organization's mission, values, culture, and expectations. 
· Coordinates and facilitates New Employee Orientation. 
· Ensures new employees complete all required onboarding activities and training. 
· Maintains orientation schedules, materials, attendance records, and onboarding learning plans. 
· Partners with Human Resources, hiring managers, and program leadership to support a positive onboarding experience. 
· Coordinates onboarding activities across departments.

Training & Delivery
· Facilitates instructor-led training for employees across clinical, residential, administrative, and support departments. 
· Coordinate and delivers required annual compliance training. 
· Assists in developing and updating curriculum, facilitator guides, participant materials, job aids, and other learning resources. 
· Coordinates classroom logistics, technology, supplies, training locations, and virtual learning sessions. 
· Coordinates internal guest presenters and external learning opportunities. 
· Supports implementation of leadership development programming. 
· Provides coaching and guidance using adult learning principles and behavioral health best practices.

Learning Management System (LMS)
· Serves as the primary administrator for East House's Learning Management System (Relias or other LMS). 
· Assigns required learning plans and training curricula. 
· Monitors compliance with mandatory training requirements across the organization. 
· Maintains accurate employee training records and supporting documentation. 
· Troubleshoots learner and manager system issues. 
· Generates compliance, completion, and learning reports for leadership. 
· Assists with system improvements and ongoing LMS optimization.

Compliance & Regulatory Training
· Monitors agency-wide training compliance. 
· Partners with Quality, Compliance, OMH, OASAS, program leadership, and other departments to ensure regulatory training requirements are met. 
· Maintains documentation supporting audits, surveys, accreditation reviews, and regulatory inspections. 
· Identifies training compliance gaps and assists departments with corrective follow-up. 
· Supports annual training calendars and regulatory education initiatives.

Collaboration
· Partners with subject matter experts to create engaging and practical learning content. 
· Supports organizational initiatives through education, communication, and training. 
· Collaborates cross-functionally with Human Resources, Quality & Compliance, program leadership, subject matter experts, and external training partners. 
· Coordinates external professional development opportunities. 
· Assists with implementation of new systems, policies, and organizational changes requiring employee education. 
· Participates on committees and workgroups as assigned.

Continuous Improvement
· Evaluates training effectiveness through participant feedback, surveys, assessments, completion metrics, and performance data. 
· Recommends improvements to curriculum, learning materials, and delivery methods. 
· Stays current on adult learning practices, instructional technology, and behavioral health workforce development. 
· Assists with special projects related to employee engagement, onboarding, workforce development, and organizational learning.
Other
· Ensures compliance with agency policies and applicable federal and state regulations. 
· Applies OASAS, OMH, DOH, and other regulatory learning objectives and guidelines. 
· Collaborates with the Office of Ethics, Compliance & Quality to identify and address training-related compliance concerns. 
· Performs other duties as assigned by the Director of Learning & Development.

Note: This job description may not cover all job duties and is subject to change without notice. Job duties, responsibilities, and/or activities may change at any time with or without notice.

Minimum Qualifications:
· Bachelor's degree in Human Resources, Education, Organizational Development, Business Administration, Social Work, Psychology, or a related field; equivalent experience may be considered. 
· Two to three years of experience in Learning & Development, Training, Organizational Development, Human Resources, Education, or Behavioral Health. 
· Experience facilitating classroom, virtual, and hybrid learning. 
· Experience administering or supporting a Learning Management System (LMS). 
· Strong presentation, facilitation, communication, and organizational skills.

Preferred Qualifications:
· Experience in behavioral health or human services. 
· Experience using Relias Learning Management System. 
· Knowledge of OMH, OASAS, DOH, and other regulatory training requirements. 
· Experience developing instructional materials. 
· Experience coordinating agency-wide training initiatives. 
· Experience supporting adult learners. 
· Proficiency with Microsoft Office Suite, Microsoft Teams, Zoom, and other virtual learning platforms.
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	Alignment with East House Values
· Humanistic, Collaborative, Optimistic, Progressive, Integrity.
· Represents the organization professionally and aligns with its mission.
· Performs work with integrity and in compliance with established processes, procedures, and regulations.

Accountability
· Takes responsibility for all work activities and personal actions.
· Follows through on commitments; implements decisions that have been agreed upon.
· Maintains confidentiality with sensitive information.
· Acknowledges and learns from mistakes without blaming others.
· Recognizes the impact of one’s behavior on others. 

Commitment to Belonging, Respect, and Building a Supportive Community
· Values and appreciates diverse backgrounds, experiences, and perspectives. 
· Actively includes others in conversations and decision-making. 
· Builds relationships through collaboration and respect. 
· Listens without judgment and communicates professionally. 
· Creates an environment where others feel safe sharing ideas and concerns.
Core Competencies
· Adult Learning & Facilitation 
· Relationship Building 
· Organization & Planning 
· Project Coordination 
· Technology Proficiency 
· Microsoft Office Suite 
· Microsoft Teams 
· Virtual Learning Platforms 
· Communication 
· Customer Service 
· Collaboration 
· Adaptability 
· Continuous Improvement 
· Accountability 
· Mission Focus




	Working Conditions/Work Environment
Traditional office environment. Occasionally subjected to pressure due to time demands. Travel within the greater Rochester area. Potential for travel outside of Monroe County.

Physical Demands
The physical demands/work environment described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 
functions. While performing the duties of this job, the employee is frequently required to sit, talk, hear, stand, walk, ability to reach above or below shoulders, use hands to type and/or perform light lifting and occasional stair-climbing.

Reasonable Accommodation 
East House provides reasonable accommodations to applicants with disabilities under the Rehabilitation Act, the Americans with Disabilities Act, the New York Human Rights Law, or similar applicable law. If you need reasonable accommodation for any part of the application and hiring process, please contact the Human Resources office at 585-238-4800 or email your request to HRTeam@easthouse.org. Determinations on requests for reasonable accommodation will be made on a case-by-case basis.

	EEO Statement
East House provides equal opportunity to all qualified individuals and does not discriminate on the basis of race, color, creed, age, marital status, sex, gender, religion, sexual orientation, gender identity, gender expression, national origin, veteran status or disability, or any other protected statuses in its hiring, promotions, and other employment activities.



Job Description Acknowledgement
Employee signature below indicates the employee's understanding of the requirements, essential functions and duties of the position.



 Employee______________________________________     Date__________________
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