
The Village of Oak Park is an Equal Employment Opportunity Employer committed to a diverse workforce 

 VILLAGE OF OAK PARK 

POSITION VACANCY NOTIFICATION – 18-MAY-2015 

CLASSIFICATION SALARY RANGE DATE 
AVAILABLE DEPARTMENT/ DIVISION 

POLICE TRAINING 
COORDINATOR 

$43,250.00 - $56,500.00 
(DOQ) A.S.A.P. POLICE/ ADMINISTRATION 

DEFINITION: The position of Training Coordinator is a professional non-sworn employee who develops implements and coordinates  
the overall police department training and career development programs for all personnel. SUPERVISION RECEIVED: Receives  
general direction from the Administrative Commander. 
 
EXAMPLE OF DUTIES: (Essential and other important duties and responsibilities may include, but are not limited to, the following) 
Adheres to all department General Orders, training bulletins, directives, rules and regulations and all Village of Oak Park policies; Adheres 
to confidentiality as it relates to police department employees and operations; Complies with all safety policies, practices and procedures, 
and reports all unsafe activities and/or working conditions to a supervisor; Participates in and contributes to achieving departmental and 
Village-wide goals; Maintains and revises the department’s general orders as needed; Maintains current knowledge of federal, state and 
local laws related to department training; Develops and administers the police department’s in-service training program with specific goals, 
objectives and comprehensive lesson plans for all department personnel; Ensures mandatory training requirements are accomplished; 
Ensures certificates are maintained and current as necessary; Reviews and evaluates the training history of all personnel and recommends 
training opportunities based on assignment , career development, etc.; Creates and ensures training bulletins and all other pertinent 
information (i.e. new legislation, search and seizure decisions, etc.) are ready for roll call presentation and/or general department 
circulation; Creates and facilitates a department training committee to review and evaluate current training practices and recommend 
modification  or additions as necessary; Ensures that personnel identified with specific training deficiencies or those promoted receive 
additional training; Maintains the list of core instructors and ensures certifications are current; Processes all training requests from start to 
finish via chain of command Prepares monthly and annual training reports Prepares annual report for police department Maintains a library 
of current reference materials Serves as the quartermaster for department uniforms and equipment and ensures proper materials (i.e. hats, 
badges, tie bars, etc.) are kept in supply; Ensures all training records, both hard copy and electronic files, are maintained in a complete, 
accurate, and available state at all times; Processes requests for reimbursement for policy academy and other reimbursable expenses; 
Maintains a network of professional training resources and stays abreast of new training trends; Maintains positive, professional working 
relationships with vendors, the police academy and all other Village of Oak Park personnel; Serves as the liaison for all training matters 
between the department and other local, state, and federal law enforcement agencies; Conducts department grant research and writing as 
it pertains to training, uniforms, equipment, etc. Performs related duties and responsibilities as required.  
QUALIFICATIONS (Knowledge of):  (Required at the time of hire and/or learned within a short period of time in order to successfully 
perform the assigned duties.) Operational characteristics, services and functions of a municipal police department; Oak Park Police 
Department rules and regulations, written directives, general orders, state and federal laws, Village of Oak Park ordinances and other 
related materials relevant to the administration of training. Proficient with technology including computer applications (i.e. Microsoft Word, 
Excel, PowerPoint, etc.), a Smart Board and the internet for purposes of researching training opportunities, creating and giving 
presentations, preparing reports and lesson plans, maintaining records, scheduling training rooms, etc. ABILITY TO:  Establishes and 
maintains positive, professional working relations with those contacted in the course of work including Village of Oak Park employees and 
other government officials, community groups, vendors, general public and all other law enforcement agencies; Keeps abreast of current 
trends by researching and reviewing professional literature and participating in professional training organizations; Represents the Village 
by attending and participating in various committees and in meetings; Interprets and applies federal, state and local laws, policies and 
regulations regarding training requirements applicable to police officers; Ability to represent the department in a professional manner in 
speech, in writing and in appearance; Ability to speak and communicate clearly while facilitating training in a group setting; Ability to 
problem-solve minor issues with minimal supervision; Ability to compose routine correspondence and reports in a clear, concise, logical, 
and effective manner, utilizing proper grammar, spelling, punctuation, sentence structure and tone; Ability to handle confidential material in 
an ethical, professional manner; Ability to handle multiple tasks simultaneously and in a timely manner; Ability to prioritize and re-prioritize 
as projects and timelines change; Ability to change work hours as needed to accomplish the department’s training objectives; Ability to keep 
the training office and general work space clean and orderly; Maintain physical condition appropriate to the performance of assigned duties 
and responsibilities, which may include the following; -Walking, standing, or sitting for extended periods of time -Lifting, carrying large 
objects; Operating assigned office computer and equipment. Maintain effective audio-visual discrimination and perception needed for: 
Making observations; Communicating with others Reading and writing; Operating assigned equipment; Performs related duties and 
responsibilities as required. EXPERIENCE AND TRAINING GUIDELINES   Experience: Three to five years of experience in policy 
development, management, adult education, and municipal government, training program management or related field preferred. 
Experience with public speaking and the development, evaluation and presentation of training curriculum is preferred. Demonstrates strong 
organizational habits, excellent interpersonal and customer service skills.  -AND- Training:   Possession of a bachelor’s degree from an 
accredited college or university with major coursework in public or business administration, computer science, criminal justice or related 
field required. License or Certificate: Possession of a valid Illinois driver’s license.  
 
LAST DATE FOR ACCEPTANCE OF APPLICATION:   OPEN UNTIL FILLED (1st review of applications 01-June-2015) Selected 
applicants will participate in a structured interview and an on-line multi-part test to measure their knowledge of computer software functions 
and techniques.  All applicants selected for appointment must successfully pass a pre-employment physical that includes a drug and 
alcohol screen, an in-depth psychological examination. Qualified applicants are invited to submit a completed Application for Employment 
Form, cover letter, detailed resume, examples of work products or deliverables, and the names and /telephone numbers of five 
professional, work-related references, to: Village of Oak Park, 123 Madison Street, Oak Park, IL 60302; careers@oak-park.us  or by fax  
(708) 358-5107.  The Village of Oak Park offers a highly competitive benefit package that includes a retirement plan, deferred 
compensation program, social security, health and life insurance, vacation and sick leave and other competitive benefits. 
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