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CRIMINAL JUSTICE TRAINING COORDINATOR I

DESCRIPTION OF WORK

Work in this class includes responsibility for developing curriculums, coordinating series or blocks of
instruction in basic, advanced, and specialized training courses, and teaching courses for training
criminal justice personnel.
Employees in this class coordinate basic and advanced instructional courses in their area of
specialization, provide classroom instruction, and review and evaluate course objectives and
effectiveness regarding criminal justice training programs. Work includes developing training objectives
to be used by instructors in preparing outlines identifying and analyzing needs and goals in training in
the fields to which assigned; determining tasks required for evaluating progress of personnel to be
trained in the programs; researching information and preparing instructional materials; constructing
testing materials; presenting special training sessions upon request; and planning and developing
annual course schedules to be disseminated to all criminal justice personnel.  Employees receive
guidance from high level training coordinators or other administrative personnel.   Work is reviewed
through periodic conferences and reports and assessment of overall programs in the assigned area.
Work is distinguished from the Training Specialist by an emphasis in coordination for blocks or series of
instruction and the advanced and specialized nature of instruction.

EXAMPLES OF DUTIES PERFORMED

Coordinates and develops instructional blocks in such areas as Family Crisis Intervention, Sex Offense
Investigation and related courses, Juvenile Justice courses, basic and advanced Criminal Investigation
courses, Management Training and Instructor training.
Coordinates all courses and training sessions in specialized area, including scheduling of training
facilities, liaison of allied agency personnel and contractual consultants and instructors, obtaining
equipment and supplies necessary to conduct programs; coordinates evaluative methods to determine
new or revised training needs.
Maintains liaison with local, State, and federal criminal justice agencies for exchange of information and
to identify training needs.
Researches information and designs and composes instructional materials, including lesson plans,
student and teacher lesson manuscripts, training aids, and student notebooks.
Conducts classroom instruction of all assigned courses; identifies additional instructors needed;
coordinates and obtains supplementary instructional aids and materials; supervises contractual
consultants in development and implementation of their programs.
Constructs testing instruments and performance evaluation checklists to measure student achievement
and competency level.
Performs related duties as required.

RECRUITMENT STANDARDS

Knowledges, Skills, and Abilities

Considerable knowledge of local, municipal, and State training programs in the criminal justice field.
Considerable knowledge of basic education and training methods and techniques.
Vast practical and academic knowledge in those areas covered by instruction.
Ability to understand and apply federal and State regulations to the scope and quality of educational
programs.
Ability to effectively, concisely, and accurately convey ideas in written and oral form.
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Ability to establish and maintain effective working relationships with students, fellow instructors, and
supervisors.
Ability to plan and execute evaluative measures regarding student progress and instructional quality.

Minimum Education and Experience

Master's degree in criminology, criminal justice, one of the social sciences, or a related field and three
years of progressively responsible experience in the field in which assigned; or graduation from a
four-year college or university preferably with a major in criminology, criminal justice, one of the social
sciences, or a related field and six years of progressively responsible experience in the field in which
instruction is to be conducted; or an equivalent combination of education arid experience.


