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Classification: Protected A 

NON-MANAGEMENT JOB DESCRIPTION
POINT RATING EVALUATION PLAN

Working Title Name 

Training Instructor 

Reports to Position No., 
Class & Level Division, Branch/Unit Ministry Position Number 

 

 
Training Academy 

Public Safety and 
Emergency Services 

Present Class Requested Class 

Program Services 2 (PS2) 

Dept ID Program Code Project Code (if applicable) 

  

PURPOSE: Give a brief summary of the job, covering the main responsibilities, the framework within which the job has to operate and the 
main contribution to the organization (see Non-Management Job Description Writing Guide Pages 7-8). 

Reporting to the Training Sergeant, the Training Instructor is responsible for the delivery of mandatory training 
including Sheriff Recruit Training, Correctional Services Induction Training, Community Peace Officer Induction 
Training, Alberta Peace Officer Investigators Program, Corrections tactical team training, firearms, and defensive 
tactics. The work of the position includes preparing for each training session, delivering/co-delivering classroom 
training, providing feedback and evaluation on the performance of the recruits, and collaborating with curriculum 
developers on changes and improvements to the curriculum and course materials. 

RESPONSIBILITIES AND ACTIVITIES: The purpose of the job can be broken down in different responsibilities and end results. Each 
end result shows what the job is accountable for, within what framework and what the added value is. Normally a job has 4-8 core end 
results. For each end result, approximately 3-6 activities should be described (see Writing Guide Pages 9-10). 

1. Being well prepared in order to delivery effective training that meets the course outcomes. This
involves:
 Reviewing all course materials and content.  
 Creating a delivery plan including presentations by specialists, guest speakers and co-leads.  
 Ensuring classroom is properly equipped (training aids, materials for all participants, audio-visual, etc.)  
 Monitoring and supervising the performance of recruits during training.  
 Reviewing previous feedback and course evaluations to ensure opportunities for improvement are addressed. 

2. Delivering classroom training ensuring consistent messaging to maximize learning and application into
everyday work performance. This includes:
 Utilizing different training techniques/aids to engage adult learners (presentations, experiential exercises, guided 

discussions, practices, and simulation exercises, etc.) 
 Co-delivering with other instructors and subject experts.  
 Thorough awareness of classroom dynamics, employing different training methodologies and tools.  
 Managing the classroom setting and flow of the training session to ensure learning outcomes are achieved.  
 Identify and ensure all outside training venues meet program requirements and establish good relationships with 

those providers.  
The position demonstrates creativity, problem, solving and decision making in the following examples: 

Delivers training modules to frontline staff (peace officers, sheriffs, correctional peace officer) to ensure 
they have the skills, knowledge, and certification to provide quality, professional services. 

Provides recommendations and advice to influence program development that supports the mandate of the 
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RESPONSIBILITIES AND ACTIVITIES: The purpose of the job can be broken down in different responsibilities and end results. Each 
end result shows what the job is accountable for, within what framework and what the added value is. Normally a job has 4-8 core end 
results. For each end result, approximately 3-6 activities should be described (see Writing Guide Pages 9-10). 

Training Academy and for the consistent delivery of relevant training. 
Uses creativity and innovation to address different learning needs and adjusting instruction/training 

methodologies to engage adult students and maximize learning and application of the learning to the job. 

3. Providing evaluation and assessment on the performance of recruits to support the incorporation of
learning in everyday work performance. This includes:

experienced recruits and guest instructors to meet training delivery challenges. 

training. 

opportunities, and improvements. 

injuries or absences. 

4. Participate and collaborate with curriculum designers to develop and delivery training that is current,
and relevant. This involves:

recruits, and supervisors. 

training exercises. 

enforcement training and certification. 
-going discussions within Ministry and other GoA management to assess training priority and needs.

desired results. 

collaboration. 

involvement. 
-term and mutually beneficial outcomes.

accepted. 

Correctional Services, Ministry staff, other GoA ministries, subject matter resources, and other 
stakeholders to provide relevant, current, and future training programs. This is accomplished by: 

methodologies. 

development and the assessment of in-house versus outsourcing and/or purchasing. 
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in the public expectations of crime prevention, enforcement practices, and public safety. 

7. Inspection and logistical support of firearms training systems, firing ranges, and associated
equipment.

determine their viability for training. 

standards compliance. 

8. Inventory, review and track usage of ammunition, firearms, replacement firearms parts, and
associated equipment and supplies. This includes establishing stock level targets and forecasting
budget requirements for this equipment.

procured, stored, and distributed by personally performing these duties and collaborating with others. 

through policy development, inspection, and tracking. 

SCOPE: List specific information that illustrates the challenges, problem solving and creativity requirements and decision making 
capacity of the position.  Also identify the internal or external areas the job impacts (see Writing Guide Pages 11-12). 

The position demonstrates creativity, problem solving and decision making in the following examples: 

they have the skills, knowledge, and certification to provide quality, professional services. 

the Training Academy and for the consistent delivery of relevant training. 

methodologies to engage adult students and maximize learning and application of the learning to the job. 
-line employees to assist their career progression and

learning. This requires a high degree of relationship building competencies inclusive of communication and 
leadership skills. 

KNOWLEDGE, SKILLS & ABILITIES: Include information on required diplomas and degrees along with identifying the most 
important knowledge factors, including knowledge about practical procedures, administrative, technical or professional techniques, 
technical, scientific or program related processes, etc. Detail specific training if there is an occupational certification/registration 
requirement for the position. Specify the type of experience required for the position (see Writing Guide Pages 12-14). 

The position requires a related post secondary diploma or certification with several years of 
progressively more responsible experience in the field. 
The position requires knowledge and experience in the following areas: 

initiatives. 
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KNOWLEDGE, SKILLS & ABILITIES: Include information on required diplomas and degrees along with identifying the most 
important knowledge factors, including knowledge about practical procedures, administrative, technical or professional techniques, 
technical, scientific or program related processes, etc. Detail specific training if there is an occupational certification/registration 
requirement for the position. Specify the type of experience required for the position (see Writing Guide Pages 12-14). 

Specific skills required include: 

CONTACTS: Identify the main contacts the position communicates with and the purpose of the communication (See Writing Guide 
Pages 14-15). 

Training Sergeants: To provide course feedback and to receive coaching and mentoring. 
Training Academy staff: To provide advice and recommendation regarding improvements and changes to 
course material and delivery methods. 
Recruits/course participants: To provide feedback and evaluation on course participation. 
Sheriffs Branch, Custody Operations Branch, Community Corrections Branch 
Peace Officer Program  reporting and compliance. 
Licensees of Community Peace Officer Induction Program for oversight and direction. 
Third Party Vendors  Create partnerships with third party vendors who supply facilities, courses, training 
equipment and/or instructors to assist in achieving branch training initiatives. 
Curriculum Designers/Education Specialists/Accreditation Analysts  collaboration on training practices, 
competency-based training, course training standards, course manual creation and ever greening and lesson 
plans. 
Enforcement and Emergency Response Agencies - to consult and establish common training protocols and to 
facilitate joint training programs and exercises. 

SUPERVISION EXERCISED: List position numbers, class titles, and working titles of positions directly supervised (see Writing 
Guide Page 15) 

Provides functional supervision, direction, and guidance to: 

CHANGES SINCE LAST CLASSIFICATION REVIEW: Identify significant changes, that have impacted the responsibilities 
assigned to your position since the last review (see Writing Guide Pages 15-16). 

Instructors may be tasked with additional responsibilities or projects in addition to their teaching role, these 
tasks will be orientated to the operations of the Training Academy. 

further oversight of programs outside of the Training Academy in Calgary, Edmonton, Alberta Health Services 
and Lac La Biche. 

ORGANIZATION CHART: An organization chart that includes supervisor, peers and staff  MUST be attached (see Writing Guide 
Page 17). 
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This information is being collected under the authority of Section 10 of the Public Service Act and will be used to allocate 
positions within a classification plan and to manage the Alberta government human resources program. If you have any 
questions about the collection of this information, contact the Job Evaluation Unit, 6th Floor, Peace Hills Trust Tower, 10011 - 109 
Street, Edmonton, Alberta, T5J 3S8, phone 780/408-8400 or contact your Ministry Human Resource Office.

Signatures

The signatures below indicate that the incumbent, manager and division director/ADM have read, discussed and agreed that the 
information accurately reflects the work assigned (see Writing Guide Page 16)

Incumbent
Name Signature Date

Manager
Name Signature Date

Division Director/ADM
Name Signature Date


