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CHARACTERISTICS OF THE CLASS 
 
Under the general direction of the Lieutenant in the Training Division, performs work of 
wide-ranging and diverse responsibilities managing all administrative and technical 
duties of Support Staff Training.  Work involves the development, coordination, and 
delivery of training primarily for support staff members, and all members of the Pinellas 
County Sheriff’s Office as required, initiating and facilitating both internal and external 
communications among members and management staff, other agencies and 
organizations, and the public.   
 
Incumbent must exercise considerable latitude of independent initiative and judgment in 
providing assistance to agency members through research, development, coordination, 
and delivery of specialized training.  Work is reviewed by observation of results 
achieved, periodic work reports, conferences, and course evaluations. 
 
EXAMPLES OF DUTIES 
 
Plan and organize overall operation of Support Staff Training based on agency needs. 
 
Identify and assess training needs:  research, design, develop, coordinate, and 
implement specialized and customized training programs, workshops, and seminars for 
agency participation.  
 
Apply extensive knowledge of curriculum development to reflect required modifications 
for customization; make recommendations for agency participation; and evaluate 
effectiveness of training.   
 
Determine professional development, leadership, and management training needs; 
provide the appropriate, ongoing training that reflects current standards and practices in 
the industry. 
 
Provide instruction and coordinate required training on various intra-agency procedural 
issues and training requirements for agency members.  
 
Demonstrate strong verbal and written communication skills through professional 
interaction with agency members, management staff, community partnerships, 
professional associations, and educational facilities. 
 
Provide effective growth and development opportunities for members through remedial 
training in deficient areas. 
 
Assess, evaluate, and recommend a course of training and remediation options for 
members as a result of an Education Based Discipline directive to resolve specific 
member performance issues. 
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Provide appropriate training venues within the agency, as well as in the community 
when necessary.   Ensure technical equipment is operating efficiently, required 
participant resources are available, and all required documentation is disseminated and 
collected.   
 
Cultivate and maintain cooperative relationships with management and support staff for 
career development opportunities, organizational development, and performance. 
 
Initiate, negotiate, and maintain community partnerships to enhance training 
capabilities; coordinate community-wide training programs through appropriate 
educational institutions, outside organizations, and community partners to provide soft 
skills and technical/computer training for all members.   
 
Plan and coordinate the computer training program for all agency members relating to 
computer application, software training, and a variety of intra-agency training programs 
for various certification, recertification, and accreditation requirements. 
 
Create, coordinate, post, and maintain the ongoing training schedule on the intra-
agency website for all members as required.  Provide all pertinent course information 
and updates and advertise through the available resources when deemed appropriate. 
 
Attend training seminars, conferences, and educational courses to remain current with 
standards, practices, and adult learning strategies. 
 
Prepare, review, and update lesson plans and course curriculum for specific mandatory 
training required for all members when appropriate or directed.   
 
Prepare and implement the annual budget specific to the Support Staff Training Unit. 
 
Identify online training resources and opportunities; coordinate and oversee 
administration of online training programs; develop online training programs for the 
benefit of all agency members 
 
Provide required training and maintain all necessary documentation for accreditation 
standards. 
 
Serve as a member and participate in both internal and external committees, 
organizations, and community partnerships. 
 
Perform other assigned duties as required. 
 
QUALIFICATIONS 
 
A. Training and Experience 
 

Bachelor’s degree in Public Administration or related field supplemented by two 
years of work experience within a law enforcement agency, or equivalent 
combination of training and experience.   
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Long term, applied experience can be substituted for academic background.  
Requires experience in coordinating all aspects of training for support staff 
members, specifically related to dealing with law enforcement and correctional 
needs.   
 
Demonstrates technical knowledge, experience, and proficiency in computer 
operations, Microsoft Office Professional programs, multi-media visual aids and 
presentation software, and office equipment for providing classroom and online 
training.  

 
B. Essential Requirements of the Position 
 

Demonstrates knowledge of in-depth research and development techniques. 
 

Demonstrates strong skills and experience in: 

 Verbal and written communication 

 Effective time management 

 Interpersonal communication 

 Public speaking and presentations 

 Budget preparation 
 

Shows initiative and self-motivation to complete the requirements of a task. 
 

Exhibits the ability to: 

 Provide exceptional customer service 

 Analyze and organize data for developing and coordinating customized 
training courses and programs to the benefit of the agency 

 Evaluate and provide career and professional development opportunities 
for agency personnel and enhance organizational performance 

 
Demonstrates technical knowledge, experience, and proficiency in computer 
operations, Microsoft Office Professional programs, multi-media visual aids and 
presentation software, and office equipment for providing classroom and online 
training.  
 
Ability to perform all functions of the job classification without posing a direct 
threat to the health or safety of other individuals in the workplace. 
 
This list of functions, duties, responsibilities and skills is not intended to be all-
inclusive and the employer reserves the right to assign additional functions and 
responsibilities as deemed necessary. 


