
 

 
Public Safety Training Specialist – 
Education #02054  
City of Virginia Beach – Job Description 
Date of Last Revision: 09-20-2013 

FLSA Status: Non-Exempt Pay Plan:  General Grade:  20 
 

City of Virginia Beach Organizational Mission & Values 
The City of Virginia Beach exists to enhance the economic, educational, social and physical quality of the 
community and provide sustainable municipal services which are valued by its citizens. The City of 
Virginia Beach organization is based upon a belief in the democratic process of government. This belief 
provides meaningful ways for citizens, reflecting the diversity of our City, to contribute to the development 
of public policy. This process is enhanced by organizational values which guide member performance 
within the Virginia Beach Quality Service System. These Values define our desired organizational culture.  
We value quality customer service; teamwork; leadership and learning; integrity; commitment; and 
inclusion and diversity. 
 
Class Summary 
Develop and deliver fire and life safety education programs to varied groups within the community. 
 
Representative Work Functions and Responsibilities 
Develop and revise specific fire and life safety education programs to relate to the needs of diverse 
groups within Virginia Beach. 
 
Conduct varied means of program evaluation and justification to maintain quality of program content, 
technique, and relevancy. 
 
Design and implement production of fire and life safety materials to be used in formulating class themes; 
establish a reference center for the collection of available fire and injury prevention materials and program 
outlines to distribute them to requesting groups; and research existing sources of materials/methods to be 
utilized in education programs. 
 
Conduct fire and life safety displays to provide information on that topic to the public. 
 
Teach and deliver instruction to groups within the general public through classroom lessons, speeches, 
and demonstrations to inform them of principles of fire safety; provide workshops for civilian networks and 
community agencies to enable these groups to gain adequate knowledge of fire and life safety techniques 
in order to enhance their own program; and provide training on fire and life safety education to 
department personnel so that they will be aware of the program and refer groups or individuals to it. 
 
Interview and advise juvenile fire-setters and their families to provide educational intervention and refer to 
appropriate mental health counselors and other community resources if necessary. 
 
Conduct research in order to target populations needing specialized programs; compile data and monitor 
statistical figures to have a general knowledge of community's awareness of the fire and injury problem in 
their area and the knowledge of their own fire and life safety needs. 
 
Serve on various committees to represent the Fire and Life Safety Education Office and the Virginia 
Beach Fire Department. 
 
Perform other job duties requiring skills, knowledge and physical requirements as demanded by those 
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duties described or less. Individual assignments will be determined by the supervisor based on then 
current workloads and department needs. 
 
Performance Standards 
Maintain an extensive knowledge of specific fire and life safety education programs and all principles of 
fire and life safety; utilize creativity and originality in the development of programs; knowledgeable of 
evaluation methodologies and competently apply them to current programs; display ability to design 
relevant fire safety materials; thoroughly knowledgeable in techniques of lesson plan development; utilize 
sound methods of instruction that employ creativity to deliver classroom lessons; display a high level of 
communicative ability both in writing and verbally able to relate to department personnel and to utilize 
their abilities in program delivery; thoroughly knowledgeable about behavior patterns and causes of 
juvenile fire-setters; effectively make sound referrals to Social Service agencies; able to relate to diverse 
groups and to develop programs that meet the needs of these groups; keep abreast of current trends in 
fire safety education; successfully interact with professionals in varying situations; exhibit knowledge of 
various population groups within the community; and able to employ statistical methodologies to monitor 
effectiveness of fire and life safety programs. 
 
Minimum Qualifications 
Requires any combination of education (above the high school level) and/or experience equivalent to six 
(6) years in fields providing the required knowledge, skills and abilities and associated with such positions 
as teacher or education specialist. 
 
Must have, or obtain, a current and valid Virginia or North Carolina driver’s license in accordance with 
Virginia or North Carolina DMV driver’s license eligibility requirements. 
 
Special Requirements 
All employees may be expected to work hours in excess of their normally scheduled hours in response to 
short-term department needs and/or City-wide emergencies. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of the philosophy, theories, practices, and techniques of fire science. 
2. Knowledge of local fire codes. 
3. Knowledge of educational concepts and methodology. 
4. Knowledge of motivational techniques related to the interaction with/of varied groups. 
5. Knowledge of psychological causes of abnormal behavior in children. 
6. Knowledge of operational functions of available counseling agencies. 
7. Knowledge of the specialized theories and principles of child development, gerontology, and 

psychology of group dynamics. 
8. Knowledge of available courses to contact for obtaining fire and life safety literature and 

materials at no cost to the City. 
B. Skills 

1. Skill in interpreting statistical analysis for targeting populations and programs. 
2. Skill in clear, concise, and effective communication both verbal and written to/for diversified 

groups. 
3. Skill in the use and care of various audio-visual equipment. 
4. Skill in informational interviewing and counseling techniques. 
5. Skill in creative design. 
6. Skill in implementing programs for information gathered through research. 
7. Skill in detecting and interpreting the psychological causes of abnormal behavior in juvenile 

fire-setters. 

   
This description is intended to indicate the kinds of tasks and levels of work difficulty that will be required of positions that will be given this 
title and shall not be construed as declaring what the specific duties and responsibilities of any particular position shall be. It is not intended to 
limit or in any way modify the right of any supervisor to assign, direct, and control the work of employees under his or her supervision. The use 
of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar kind or 
level of difficulty. 
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C. Abilities 
1. Ability to establish and maintain effective working relationships with fire department 

employees, school personnel, city and private agencies and civilians. 
2. Ability to plan and adhere to strict schedules. 
3. Ability to employ motivational techniques in the interaction with diverse groups of various 

sizes (from very small to groups of 500 or more) to institute a change in attitude and actions. 
4. Ability to develop new programs annually using new materials and methods. 
5. Ability to develop sound educational programs. 
6. Ability to appropriately maintain discipline in the education environment. 
7. Ability to adapt to a flexible work week schedule. 
8. Ability to invoke listener enthusiasm. 

 

   
This description is intended to indicate the kinds of tasks and levels of work difficulty that will be required of positions that will be given this 
title and shall not be construed as declaring what the specific duties and responsibilities of any particular position shall be. It is not intended to 
limit or in any way modify the right of any supervisor to assign, direct, and control the work of employees under his or her supervision. The use 
of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar kind or 
level of difficulty. 
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Public Safety Training Specialist- 
Volunteers #02054 
City of Virginia Beach – Job Description 
Date of Last Revision: 09-20-2013 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  20 
 
City of Virginia Beach Organizational Mission & Values 
The City of Virginia Beach exists to enhance the economic, educational, social and physical quality of the 
community and provide sustainable municipal services which are valued by its citizens. The City of 
Virginia Beach organization is based upon a belief in the democratic process of government. This belief 
provides meaningful ways for citizens, reflecting the diversity of our City, to contribute to the development 
of public policy. This process is enhanced by organizational values which guide member performance 
within the Virginia Beach Quality Service System. These Values define our desired organizational culture.  
We value quality customer service; teamwork; leadership and learning; integrity; commitment; and 
inclusion and diversity. 
 
Class Summary 
Oversee public safety education program(s) that focus on the utilization and development of volunteers 
associated with City departments and community educational outreach programs, to ensure an adequate 
pool of available trained and/or certified volunteers to meet program needs. 
 
Representative Work Functions and Responsibilities 
Develop, plan, and/or coordinate public safety volunteer training and community outreach programs; 
develop college student volunteer programs that provide educational value to the students; and develop 
and revise specific education programs relative to the needs of diverse groups within the City of Virginia 
Beach. 
 
Provide onboarding for volunteers; conduct public safety volunteer training classes; and deliver training 
and information to local schools, community groups and organizations through classroom lessons, 
speeches, demonstrations, participation in community events and other forums and formats. 
 
Develop and provide training and informational materials; and create educational displays. 
 
Coordinate and schedule training dates and locations; notify affected departments, staff, volunteers and 
other stakeholders of training dates and locations; coordinate program activities to achieve program goals 
and objectives; enroll volunteers and staff in courses required for certification and/or to meet other 
requirements; serve as a liaison to and coordinate with field training officers to promote and encourage 
certification; and may coordinate activities associated with emergency programs such as medical friendly 
shelters. 
 
Assist in planning and/or preparing program, division and/or non-profit organization budgets; monitor 
budget expenditures and program fiscal status; conduct program, division, and/or non-profit organization 
cost analyses; review contracts and ensure program/division/organization compliance; prepare monthly 

   
This description is intended to indicate the kinds of tasks and levels of work difficulty that will be required of positions that will be given this 
title and shall not be construed as declaring what the specific duties and responsibilities of any particular position shall be. It is not intended to 
limit or in any way modify the right of any supervisor to assign, direct, and control the work of employees under his or her supervision. The use 
of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar kind or 
level of difficulty. 
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financial reports to ensure reimbursement of program costs; identify, secure and manage outside funding 
sources; write or assist in data collection and compilation for proposals, grant applications, financing 
packages or items that develop resources; submit grant applications to appropriate agencies and 
foundations; and compile data and prepare grant or other funding reports.  
 
Prepare a variety of statistical and narrative reports; perform trends analysis; compile and monitor data in 
support of program, division and/or non-profit organization initiatives; monitor and evaluate effectiveness 
of program(s), division and/or non-profit organization(s); and recommend and/or implement program, 
division and/or non-profit organization modifications as appropriate. 
 
Monitor certification/requirements for regulatory, policy and procedural compliance; monitor volunteer 
educational opportunities; monitor and document completion of courses and certification for Basic Life 
Support (BLS), Advanced Life Support-Tidewater Emergency Medical Services (ALS-TEMS), Marine 
Rescue Team-Water Rescue Team (MRT), and Search & Rescue (SAR); and monitor volunteer recruit 
progress toward certification and release to Attendant in Charge and Driver.  Maintain appropriate 
program records and related reports.  Make use of available information systems, maintain security and 
information recovery systems, train appropriate personnel on information access protocols.  May act as 
liaison with certification and educational agencies to coordinate required notifications, documents, 
attendance and renewals. 
 
Supervise staff members, interns and/or volunteers; review evaluations; conduct field visits; handle 
disciplinary/performance issues; and conduct exit interviews. 
 
May administer non-profit organization(s), including ensuring compliance with IRS 501(c )(3) rules and 
regulations. 

Maintain liaison with public and private sector organizations, community groups and other organizations 
to address specific issues; convey and promote the benefits of programs and activities to various target 
groups; promote program goals and objectives to stakeholders; promote and build partnerships in the 
community; and work closely with affiliated foundation boards.. 
 
Research and stay abreast of public safety certification requirements; research existing sources of 
materials/methods to be utilized in education programs; and research target population and community 
needs for emergency preparedness, volunteer training and certification, and other specialized public 
safety educational and certification programs. 
 
May serve on internal or community committees to represent the City of Virginia Beach public safety 
programs, as well as to support program goals and objectives. 
 
Perform other job duties requiring skills, knowledge and physical requirements as demanded by those 
duties described or less. Individual assignments will be determined by the supervisor based on then 
current workloads and department needs. 
 
Performance Standards 
Maintain an extensive knowledge of specific public safety volunteer programs and all principles applicable 
to public safety; utilize creativity and originality in the development of programs; accurately and efficiently 
record and maintain records, track certification and other requirements, and report results; knowledgeable 
of evaluation methodologies and competently apply them to current programs; display ability to design 
relevant public safety volunteer and other educational/informational materials; thoroughly knowledgeable 
in techniques of lesson plan development; utilize sound methods of instruction; display a high level of 
communicative ability both in writing and verbally; able to relate to department personnel and to utilize 

   
This description is intended to indicate the kinds of tasks and levels of work difficulty that will be required of positions that will be given this 
title and shall not be construed as declaring what the specific duties and responsibilities of any particular position shall be. It is not intended to 
limit or in any way modify the right of any supervisor to assign, direct, and control the work of employees under his or her supervision. The use 
of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar kind or 
level of difficulty. 
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their abilities in program delivery; able to relate to diverse groups and to develop programs that meet the 
needs of these groups; keep abreast of mandated requirements applicable to public safety training; stay 
abreast of IRS rules and regulations affecting non-profit organizations, as applicable; successfully interact 
with professionals in varying situations; exhibit knowledge of various population groups within the 
community; able to employ statistical methodologies to monitor effectiveness of the public safety training 
programs; effectively plan, obtain and manage financial resources; and effectively supervise the work of 
volunteers. 
 
Minimum Qualifications 
Requires any combination of education (above the high school level) and/or experience equivalent to six 
(6) years in fields providing the required knowledge, skills and abilities and associated with such positions 
as teacher, education specialist or volunteer coordinator. 
 
Must have, or obtain, a current and valid Virginia or North Carolina driver’s license in accordance with 
Virginia or North Carolina DMV driver’s license eligibility requirements. 
 
Special Requirements 
All employees may be expected to work hours in excess of their normally scheduled hours in response to 
short-term department needs and/or City-wide emergencies. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A.  Knowledge 

1. Knowledge of educational concepts and methodology. 
2. Knowledge of motivational techniques related to the interaction with/of varied groups. 
3. Knowledge of techniques of course design and lesson plan development. 
4. Knowledge of sound methods of instruction. 
5. Knowledge of principles of train-the-trainer training. 
6. Knowledge of available courses to contact for obtaining public safety literature and materials 

at no cost to the City. 
7. Knowledge of the administration of 501(c )(3) non-profit organizations as applicable to  

assigned position. 
B. Skills 

1. Skill in applying and interpreting statistical analysis. 
2. Skill in preparing and monitoring budgets. 
3. Skill in the use and care of various audio-visual equipment. 
4. Skill in creative course and informational materials design. 
5. Skill in implementing programs for information gathered through research. 
6. Skill in recording and maintaining detailed records. 
7. Skill in operating a computer and using City standard software. 

C. Abilities 
1. Ability to communicate in a clear, concise, and effective manner, both verbally and in written 

form, to/for diversified groups. 
2. Ability to establish and maintain effective working relationships with department employees 

and other stakeholders. 
3. Ability to appropriately maintain discipline in the education environment. 

 

   
This description is intended to indicate the kinds of tasks and levels of work difficulty that will be required of positions that will be given this 
title and shall not be construed as declaring what the specific duties and responsibilities of any particular position shall be. It is not intended to 
limit or in any way modify the right of any supervisor to assign, direct, and control the work of employees under his or her supervision. The use 
of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar kind or 
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