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EMERGENCY PREPAREDNESS TRAINING AND EXERCISE OFFICER

KIND OF WORK:  This is work planning, programming, exercising and supervising education and training programs essential for an effective emergency management program.

DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for developing, coordinating and participating in training programs and exercises designed for employees and volunteer workers involved in the emergency management program, and responsibilities include recruitment of volunteers, classroom arrangements and curriculum, provision of qualified instructors and refresher training.  Work is performed using initiative and judgment in establishing training programs within the broad framework of the emergency management program and general direction is received from the Emergency Management/Homeland Security Director of Plans and Operations or other superior.

EXAMPLES OF WORK:  (Any one position may not include all of the duties listed nor do the listed examples include all tasks which may be found in positions of this class.)  Determines training and exercise requirements for volunteers and other agencies; develops training programs and exercises to meet specific needs; secures and develops training materials; secures qualified instructors; recruits trainees; works closely with the planning and operations division to exercise all facets of the emergency management program; maintains records of assigned volunteers; prepares and disseminates emergency management educational information and makes public appearances before civic and community groups, schools, colleges and on radio and television; teaches classes to emergency first responders in governmental, non-governmental, industry, and volunteer organizations; participates in emergency management conferences for local, state, regional and national organizations; serves as project manager for special emergency management assignments; performs related work as required.   

ESSENTIAL REQUIREMENTS OF THE WORK:  Thorough knowledge of training and exercise methods and techniques and of instructing and training workers with varied backgrounds; thorough knowledge of National Incident Management System training requirements; thorough knowledge of the emergency management program; general knowledge of basic computer skills; ability to analyze program requirements and develop education and training courses essential to all aspects of emergency management operations; ability to express ideas effectively, both orally and in writing; ability to establish and maintain effective working relationships with public officials, employees, volunteers and the general public.

MINIMUM QUALIFICATION REQUIREMENTS:  Attainment of a minimum of a bachelor's degree from a recognized college or university in education, social sciences or closely related field, and a minimum of three years' responsible experience in training or educational program development; or a combination of education and experience equivalent to these requirements.
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