
 

 
Public Safety Training Specialist - CJIS 
#02054 
City of Virginia Beach – Job Description 
Date of Last Revision: 07-01-2022 

FLSA Status:  Non-exempt Pay Plan:  General Grade:  22 
 
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, deliver and document Criminal Justice Information Systems (CJIS) and Virginia Criminal 
Information Network (VCIN) and National Crime Information Center (NCIC) training for sworn and civilian 
department personnel, as well as city, public and private employees who qualify for access to state and 
federal criminal information databases.  This position will serve as the department liaison to the Virginia 
State Police (VSP) and will ensure department compliance with VCIN/NCIC rules and regulations. 
 
Representative Work Functions and Responsibilities 
Develop lesson plans to include all elements of training provided by the FBI and VSP, adding as 
necessary to further illustrate points unique to our agency.  Monitor state and federal training 
communication outlets for updates to training and incorporate changes when received. 
 
Teach and deliver instruction to groups with legitimate need to access restricted databases and/or 
spaces.  Ensure that trainees gain adequate knowledge, skills and ability to perform work and preserve 
the security of protected data. 
 
Develop and maintain strict recordkeeping of trainees, their background checks, their 
expiration/recertification dates, and all training received by them for as long as there is a chance of 
criminal or civil action being filed against an operator or the department. 
 
Evaluate programs to ensure quality of program content, appropriateness of training technique, and 
relevancy, making adjustments as necessary.   
 
Provide training and technical guidance to Support/Records personnel so that they may efficiently 
maintain various law enforcement databases in accordance with local, state and federal regulations. 
 
Maintain various federal and state publications, departmental and workcenter policies and standing 
orders as up-to-date references for all operators. 
 
Ensure that our agency remains in compliance with VCIN/NCIC rules and regulations at all times.  Issues 
related to physical and personnel security constraints must be handled appropriately and immediately. 
 
Participate in audits conducted by either the FBI or the VSP, designed to verify the accuracy of our 
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agency’s entries and our compliance with established rules and regulations. 
 
Identify security breaches; consult with the appropriate investigative body; and participate in the criminal 
and/or administrative investigations as required. 
 
Maintain communication with VSP to update them regarding operator status (active, inactive, suspended, 
name change, etc.) 
 
Serve on various committees to represent the Support/Records Unit and to maintain the terms of the 
department’s memorandum of understanding with the VSP. 
 
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 law enforcement databases and their use in accordance with 
local, state and federal regulations; utilize creativity and originality in the development and delivery of 
lesson plans and training programs; knowledgeable of evaluation methodologies and competently apply 
them to current programs; deliver programs with a high level of effective and dynamic verbal and written 
communication skills; keep abreast of curriculum and technical trends in law enforcement database 
education; display ability to design relevant workplace policy regarding the operation of various 
databases; successfully interact with all levels of professionals in varying situations; exhibit knowledge of 
various groups who access restricted data systems; train and evaluate personnel within the Support 
Division Records Unit; maintain documentation of background checks, individual operators, classes held 
and lesson plans; participate in the audit process to verify the accuracy of entries into NCIC/VCIN and 
other systems; effectively identify and communicate evidence of system misuse to the proper authorities. 
 
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 trainer or training coordinator; successful completion of a police background investigation, including 
polygraph exam. 
 
Must possess Level A VCIN/NCIC certification and maintain throughout employment.   

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 
DCJS General Instructor certification must be obtained within the first year of employment. 
 
VCIN Instructor certification must be obtained as soon as practical, recognizing that the State Police 
schedule for offering this training varies from year to year. 
 
The Virginia Crime Information Network (VCIN) system is administered by the Virginia State Police.  In 
order to qualify for VCIN certification, the State Police require that employees must be U.S. citizens or 
must have lawfully resided in the U.S. for a ten year period.   
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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. 
 
Must be available to work evenings, weekends, holidays, and overtime when required to meet operational 
needs. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of educational concepts and methodology, particularly as they apply to adult 
learners. 

2. Knowledge of motivational techniques for varied groups. 
3. Knowledge of techniques in course design and lesson plan development. 
4. Knowledge of City and State Codes related to criminal justice information systems and the 

workings of a police agency within the criminal justice system. 
5. Knowledge of general network or database system rules and regulations. 
6. Knowledge of various computerized criminal information systems at the city, state and federal 

level. 
7. Knowledge of available resources (including contacts) for assistance. 

B. Skills 
1. Skill in clear, concise, and effective communication both verbal and written to/for diversified 

groups. 
2. Skill in the use and care of various audio-visual equipment. 
3. Skill in developing and implementing policy recommendations from information gathered 

through research.  
4. Skill in operating standard office machines and software applications. 
5. Skill in reading and interpreting criminal history information. 
6. Skill in data entry, research and retrieval within criminal history information systems. 

C. Abilities 
1. Ability to establish and maintain effective working relationships with department employees, 

and other city, state and federal stakeholders. 
2. Ability to employ motivational techniques in the interaction with diverse groups of various 

sizes (from single students to groups of 50 or more) to promote learning. 
3. Ability to develop sound educational programs. 
4. Ability to appropriately maintain discipline in the education environment. 
5. Ability to adapt to a flexible work week schedule. 
6. Ability to invoke listener enthusiasm. 
7. Ability to maintain complex records and prepare reports. 
8. Ability to encourage others to achieve. 
9. Ability to train employees and other adult learners. 
10. Ability to perform tasks requiring sitting and/or standing for extended periods of time 

throughout the workday. 
 

Working Conditions 
The below stated working conditions are intended to provide a general overview of the environmental 
conditions inherent in the job setting, as well as the physical, mental, and sensory requirements 
necessary to perform the essential functions of positions in the noted job title.  A more detailed 
description will be made available at the position (PCN) level. 
 
NOTE: Per HR Policy 6.19, Americans with Disabilities, the City follows the requirements of the 
Americans with Disabilities Act (ADA) in all hiring and employment decisions.  The City shall not 
discriminate on the basis of disability in its hiring and employment practices.  The City shall make 
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reasonable accommodations for the known physical or mental limitations of a qualified applicant or 
employee with a disability upon request unless the accommodation would cause an undue hardship on 
the operation of the City’s business. 
 
Physical Requirements: Physical refers to the requirement for physical exertion and coordination of limb 
and body movement. 
Requires sedentary work that involves walking or standing some of the time and involves exerting up to 
10 pounds of force on a regular and recurring basis and routine keyboard operations. 

 
Mental Requirements: Mental refers to the degree that the job involves cognitive activities, and use of 
mental processes. 
Performs technical tasks requiring a wide range of procedures and requiring intensive understanding of a 
restricted field or complete familiarity with the functions of a unit or small division of an operating agency; 
requires normal attention with short periods of concentration for accurate results or occasional exposure 
to unusual pressure. 

 
Environmental Conditions: Environmental refers to job conditions inherent to the job setting, including 
those that may lead to injury or health hazards even though precautions have been taken. 
This job involves a risk of limited to no exposure to any environmental hazards. 

 
Sensory Requirements: Sensory refers to hearing, sight, touch, taste, and smell required by the job. 
The job requires normal visual acuity, field of vision, hearing, and speaking. 

 
 


