09440


Civilian Training Instructor


Grade:  8


FLSA: Exempt

Date:
10/00

Job Summary:  Conducts training programs to certify and qualify employees in compliance with standards established by the Maryland Police/Correctional Training Commissions.


Essential Functions:
1. Instruct groups of entrance level law enforcement and correctional officers in all phases of training and development so that they may effective perform the duties of the position upon completion of training requirements and graduation from the Southern Maryland Criminal Justice Academy;

2. Research and develop comprehensive and certifiable training programs;

3. Develop on-going training based on changing laws, procedures and techniques utilized in law enforcement and corrections;

4. Certify and train employees in entrance level firearms and in-service training as mandated by state law;

5. Prepares correspondence to the Maryland Police and Correctional Training Commissions to secure approval for requested training and certifies training completion;

6. Performs other duties as assigned.


Secondary Functions:

1. Assists with maintaining complete and accurate training files regarding certification status of all officers;
2. Attends Maryland Training Director’s meetings when directed as well as other meetings and conferences;


Required Knowledge, Skills, and Abilities:  

1. Ability to gain thorough knowledge of St. Mary’s County Government policies and procedures;

2. Knowledge of principles and practices of law enforcement and corrections work;

3. Ability to interpret and apply policies, rules and regulations of the Sheriff’s Office and the Maryland Police and Correctional Training Commissions;

4. Ability to perform in the areas of curriculum planning, evaluation and scheduling as well as development of lesson plans and course objectives;

5. Ability to multi-task and prioritize work;

6. Ability to establish and maintain accurate records;
7. Ability to operate relevant computer systems, including hardware and software and simple office machines.


Education and Experience: 
1. Bachelor’s degree in law enforcement is preferred; or

2. Minimum of five (5) years experience in law enforcement or experience in the research and development of curriculum, formulation of lesson plans and course objectives;

3. Must obtain/maintain certification as an instructor and firearms instructor from the Maryland Police and Correctional Training Commission;

4. Or equivalent technical training, education, and/or experience.

Physical and Environmental Conditions: 

Work environment involves everyday risks or discomforts which require normal safety precautions typical of such places as offices, meetings and training rooms.


The above job description is not intended as, nor should it be construed as, exhaustive of all responsibilities, skills, efforts, or working conditions associated with this job.  

Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions of this job.

I certify that this is an accurate statement of the essential functions and responsibilities of this position.


_________________________




______________

Department Head






Date

Your signature below indicates that you have received a copy of this position description.
_________________________




_________________

Employee’s Signature





Date
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