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	Cross-Functional Learning Specialist Policy                                                     Owner/Department: Human Resources

	
	



	Brief
	SMSA is committed to ensure effective operational activities consistency, hence the Manager or Executive Management are responsible to identify the operational positions where middle management level employees can perform multitasking Cross-Functional Specialist (CFLS) relevant to classroom training in KSA and IBU.

	Purpose
	At SMSA, we encourage qualified Operational employees in middle management level who can perform multitasking within or outside the current department in form of additional assignment/duty to deliver assigned classroom training without affecting his/her current role & responsibilities.
This need to be delivered while upholding the required professional standards of the additional assignment and duty with full responsibility and timeframe for operational & financial benefits of the organization.

	Person Affected
	 All SMSA qualified Supervisors and middle management employees who are nominated by their department management 

	Guidelines

	1. The talent acquisition section will announce internally the Cross-functional Learning Specialist (CFLS) based on defined qualification requirements, such as and not limited to:

a. Education; (Minimum Bachelor Degree)
b. 2 years minimum experience in core business fields 

c.  Required competencies as outlined in Talent Learning Specialist Job Description

d. Employee level (Supervisor, Middle Management…etc.)

e. Working hours mainly after her/his department duty hours. 
2. It is the responsibility of the Dept. Management to ensure the announcements are communicated to all qualified employees via official department communication tools (Email, notice board, briefing in meetings…etc.)

3. The eligible employee/s can apply for the additional CFLS which must follow the internal recruitment process upon securing his/her manager approval. Moreover, the Dept. managers can also nominate their qualified employees directly to HR.
4. The talent acquisition officer will follow the internal recruitment policy.
5. Once employee assigned, the new CFLS responsibilities, has to be clearly defined to him by Talent Learning team with all the tools required to ensure successful implementation of the tasks; such as and not limited to: (Orientation and core business training certification…etc.)

6. CFLS will also be evaluated in form of goal settings or and on weekly, monthly and yearly reports for the tasks he is handling while performing his/her training duties.
7. CFLS will be paid for eight business hours which are considered as one training day for which CFLS will be paid for S.R 150/-
8. Number of modules to be delivered on monthly basis will be decided by talent learning team and disseminated based on number of untrained employees, the category of the training (pre-requisite - basic - advanced), language.
9. CFLS will set his calendar based on the previous criteria and submit to Talent learning for final endorsement.

10. To initiate the course by CFLS he should make sure of the following to be legible for the compensation

a. Minimum number of participants should not be less than 6 employees to initiate the course

b. Participants should Not have already joined the same and passed 

c. Failed participants of the same class earlier should be first coached as per the criteria outlined in the Training & Development Policy.
d. Targeted participants should be allowed based on training curriculum and specification

e. Ensure the pre and post-training procedures are fully complied with e.g. (Projector, Training materials, training documents…etc.)

11. CFLS reporting guidelines:

a) Employee will still be officially under the payroll of his/her department.

b) During training activities, any actions related to Rewarding/DVD will be initiated by Talent Learning Management.

	General
	      Any Exception to the policy must be approved by CEO or MD
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