
JOB TITLE:			POLICE TRAINING COORDINATOR
DEPARTMENT:		POLICE DEPARTMENT
REPORTS TO:		CHIEF OF POLICE	
POSITION NUMBER:	P32000-02, P32000-03
STATUS:			EXEMPT
SALARY RANGE:		COMMENSURATE WITH QUALIFICATIONS	

POSITION SUMMARY:  

The Police Training Coordinator is responsible for planning, developing, implementing, and documenting all law enforcement training necessary to maintain state certification and ensure the professional readiness of department personnel. This position administers firearms qualifications, tactical training, legal update training, drivers training, and the department’s Field Training Officer (FTO) program. The Coordinator also manages the department’s fleet, ensures proper weapons maintenance and accountability, and performs additional duties as assigned by the Chief of Police to support operational effectiveness.

Essential Duties & Responsibilities
· Develops and conducts annual firearms training and maintains qualification records in accordance with state and departmental standards.
· Coordinates annual driver training and Governor’s Initiative Training.
· Manages the department’s Field Training Officer (FTO) program and reports progress of probationary officers.
· Plans and delivers weekly roll-call training, including policy refreshers and scenario-based instruction.
· Coordinates and conducts tactical training such as active shooter response, traffic stops procedures, building clearing, and other high-risk operations.
· Ensures all training required to maintain state law enforcement certification is completed and documented.
· Oversees firearms and ammunition inventory; ensures proper storage, distribution, and accountability.
· Conducts weapon inspections and coordinates maintenance and repair of department-issued firearms.
· Serves as Fleet Manager, overseeing vehicle assignments, maintenance schedules, repairs, and replacement planning.
· Provides annual legal or case law updates to ensure officers are informed of relevant operational changes.
· Maintains accurate, compliant records of all training activities.
· Ensures training aligns with departmental policies, safety standards, and current best practices.
· Performs all other duties assigned by the Chief of Police.


KNOWLEDGE, SKILLS & ABILITIES
· Strong understanding of policing best practices, legal standards, and departmental procedures.
· Ability to design training programs that support officer development and operational readiness.
· Skilled in record keeping, scheduling, and program evaluation.
· Strong verbal communication and presentation skills.
· Ability to manage equipment inventory and perform weapons inspections with high attention to detail

EDUCATION and/or EXPERIENCE: 
· Certified law enforcement officer meeting state requirements (active).
· Instructor certifications in firearms and other state-required training disciplines preferred.
· EVOC/driver training instructor certification preferred.
· Additional specialized instructor certifications (e.g., Use of Force, Tactical Response, Less-Lethal) are highly desirable.
· College Degree from an accredited university preferred
· Minimum of 10 years of law enforcement experience required (or a combination of training, experience, or applicable college coursework to meet this expectation).
· Prior instructional, FTO, or supervisory experience preferred.

LANGUAGE SKILLS: 

Requires the ability to utilize a wide variety of reference and descriptive data and information. 

MATHEMATICAL SKILLS: 

Requires the ability to perform addition, subtraction, multiplication, and division; the ability to calculate decimals and percentages; the ability to utilize principles of fractions; and the ability to interpret graphs. 

REASONING ABILITY: 

Requires the ability to exercise judgment, decisiveness and creativity in situations involving the evaluation of information against sensory, judgmental, or subjective criteria, as opposed to that which is clearly measurable or verifiable. 
 
CERTIFICATES, LICENSES, REGISTRATIONS: 

· Possession of or ability to readily obtain a valid driver's license issued by the State of Georgia for the type of vehicle or equipment operated. 
· Must obtain or possess a Peace Officers Standards & Training Basic Peace Officer certification and maintain that certification as required by Georgia Law.

PHYSICAL DEMANDS: 

· The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this position. Reasonable accommodation may be made to enable individuals with disabilities to perform the essential functions. 
· Tasks require the regular and, at time, sustained performance of moderately physically demanding work, typically involving some combination of climbing and balancing, stooping, kneeling, crouching, and crawling, and that may involve the lifting, carrying, pushing and/or pulling of light and moderately heavy objects and materials. 

WORK ENVIRONMENT: 

The work environmental characteristics described here are representative of those an employee encounters while performing the essential functions of this position. Reasonable accommodation may be made to enable individuals with disabilities to perform the essential functions.

SELECTION GUIDELINES: 

Formal application, rating of education and experience, oral interview and reference check; other related tests may be required. Drug screen required. Hire is subject to criminal history investigation. 

NOTE: 

The position description does not constitute an agreement between the city and employees and is subject to change by the city as the needs of the city and requirements of the job change. 
