IFB for Temporary Training and Development Specialist (HR) Support Staffing 
IMPORTANT NOTE: This solicitation is being posted with a Small Business Reserve and as a Multiple Award option.

All areas highlighted in yellow require vendor input/response.
[bookmark: _GoBack]
 (Any additional information can be entered under the “Vendor Notes – Additional Information” portion of document.)

	
Description:
	
Training and Development Specialist (HR):

SERS-Human Resources Division is seeking a Training and Development Specialist to create, administer, and deliver classroom training and eLearning.  Emphasis will be placed on developing a supervisory curriculum, with other projects assigned as needed.

Commonwealth Standard Terms & Conditions will apply to this procurement for services.

	
Assignment Details:
	
December 9th – June 30, 2020 (Note: Length of Assignment will vary based on filling of currently vacant position.)
Work Hours – 8:00am – 4:00pm or 4:30pm (depending on whether a half hour or full hour lunch is selected by candidate(s)
Overtime may be required but will be at the discretion of management.  
Parking will be provided.


	Responding Vendor Name:
	<Enter the name of your business>

	Contact Person:
	<Enter the name of the person to contact regarding payment, scheduling, etc. If multiple names are provided, please indicate what items >

	Contact Telephone Number:
	<Enter the primary contact phone number to be utilized for communication purposes.>

	Contact Email Address:
	<Enter the primary email address to be utilized for communication purposes.>

	Federal Tax ID:
	<Enter company’s federal tax identification number>

	Hourly rate per position (to include vendor fees AND employee compensation):
	Training and Development Specialist $_______________________


	Overtime hourly rate per position (to include vendor fees AND employee compensation):
	
Training and Development Specialist (HR) $_______________________
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	Training and Development Specialist (HR)

	Requirement
	Requirement Detail
	Agency Notes – Additional Information
	Vendor Notes – Additional Information (Optional)

	Minimum Years of Experience 
	Minimum 2+ years in training development
	
	

	Minimum Education Required
	Bachelor’s degree
	
	

	Required Skillset 
	1. Relevant work experience in training development 
2. Experience creating and delivering both classroom-based trainings and eLearning
3. Experience analyzing, designing, developing, implementing, and evaluating training
4. Knowledge of instructional design theory/implementation and adult learning theory
5. Exceptional written, verbal, and presentation skills

	
	

	Summary of Anticipated Duties to be Performed

	Position 6 – Training and Development Specialist (HR)

1. Design and develop both classroom and eLearning training programs/curriculum
2. Select appropriate training methods or activities
3. Complete full training cycle (assess needs, plan, develop, coordinate, monitor and evaluate)
4. Prepare and complete training-related reports
5. Create facilitator guides
6. Develop job aids and other materials to support trainings
7. Work on assignments related to newsletters, onboarding, orientation, and/or creating an employee handbook
	
	

	[bookmark: _Hlk25071924]Background Clearance Requirements 
	After vendor submits candidate pool (data/resumes) to agency for consideration, a background check for candidates selected for hiring is required to be performed by vendor and submitted to agency for review prior to scheduling of interviews. 
Vendor will provide minimum of Criminal Conviction & Credit Check to agency prior to interviews being conducted. Successful clearance will be determined by agency upon receipt of documents from vendor.  Vendor shall be solely responsible for adherence with any and all federal, state, and/or local laws, statutes, and/or regulations pertaining to the Criminal Conviction Check and Credit Check; including, but not limited to, notice requirements to applicants, confidentiality of personal information, and disclosure of the results of said checks to SERS.  Any applicants with crimes which indicate violent behaviors or nexus will be removed from consideration for assignment.
	Background clearances required:
1. Education Verification
2. Employment Verification
3. Criminal Conviction Verification
4. Credit Check
5. Professional Credential Verification

	

	Reference Checks
	Vendor will perform a reference check (2, including 1 prior employer) for each selected candidate.  
	
	



