Delaware County
POSITION DESCRIPTION

Title: Training Coordinator/Grants Assistant Department: Commissioners

Reports to: Commissioners/Emergency Management FLSA Status: Non-exempt —as needed
Director $20-525 Hr

Approval Date: 08/24/2026 Revision Date: N/A

Position Profile

The Training Coordinator/Grants Assistant works directly with the Emergency Management Director during the
assignment of hours at Delaware County. This position also may assist Human Resources in training in areas such
as Bloodborne Pathogens. This coordinator is integral in providing additional training opportunities to staff in all
areas. This Training Coordinator/Grants Assistant will also work directly with the Emergency Management Director
in the gathering of data, organizing, and submitting same in the application and administration of grants along with
searching out additional grants that may be available for all offices and/or Delaware County. Flood Plain
administration is and management is another important component of this postion. This is a safety sensitive
position.

Duties and Responsibilities

e Assists in consulting with officials of local and area governments, schools, hospitals and other institutions
to determine their needs and capabilities in the event of a natural disaster or other emergency.

e  Assists Emergency Management Director and Human Resources Director in identifying and providing
training needs

e Assists in identifying and assembling training materials

e Maintains or assists in maintaining training logs of current, required and other classes, and safety classes

e Assists in the coordination of disaster response or crisis management activities, such as evacuations,
opening public shelters, and implementing special needs plans and programs.

e Provides research to identify applicable grants for application

e Assists in the application for and administration of grants

e Assists in the preparation of emergency situation status reports that describe response and recovery
efforts, needs, and preliminary damage assessments.

e  Assists in maintaining and update of all resource materials associated with emergency preparedness
plans.

. Provides training and maintains training materials for disaster response or crisis management activities,
provide disaster preparedness trainings, and prepare emergency plans and procedures (e.g., hurricanes,
floods, earthquakes), or technological (e.g., nuclear power plant emergencies or hazardous materials
spills) or hostage situations.

e Develop and maintains positive relations with community stakeholders

e  Assists in coordinating operational activities with internal and external stakeholders

e  Assists in maintaining flood plain administration.

e Assists in maintaining a strong communication link with peers, supervisors and community in general

e Perform other related duties

Qualifications

Must be 18 years of age. Must possess a valid Class Oklahoma State Driver’s License. Must possess a safe driving
record. Required to pass a physical, drug screening, tb test, and background check prior to employment and
continuously during employment.
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Education and/or Experience

High school diploma/GED preferred. .

Knowledge, Skills, and Abilities

e Prefer Certified to Teach through Oklahoma State University or equivalent

e  Certified to teach CPR, Stop the Bleed, etc.

e  Prefer certified to train ACLS and PALS and/or possess current certifications

e  Prefer OSU fire service teaching certificate minimum Level | Instructor

e NIMS 100, 200, 700, 800 required or must attain within 6 months of hire date

e NIMS 300, 400 required or must attain within 1 year of hire date

e Prefer National Certified EMT Basic or Paramedica

e OSHA Training and experience preferred

e  Work related knowledge or training, ergonomics and safety training preferred

e Read, write, speak and understand the English language.

e Perform assigned tasks under minimal supervision.

o  Follow written and verbal instructions.

e  Establish and maintain positive relationships with managerial staff, co-workers, guests, and the general
public. Work well alone or within a team.

e Recognize and report problems and avoid situations that could be deemed illegal or represent a safety
hazard to fellow employees or guests.

e Maintain physical condition and stamina appropriate to performance of assigned duties.

e Prefer Flood Plain administration knowledge or willing to learn

e Knowledge of equipment maintenance and storage

e  Possess high level of computer and technical skills

e Ability to operate required equipment in a safe and responsible manner

e  Must have knowledge and skills for flood plain management or learn within 1 year of hire dae.

e  Must poses public interaction skills

Physical Demands

The physical demands described here are representative of those that must be met by an employee to successfully
perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with
disabilities to perform the essential functions. This position requires the employee be present on the job site to
successfully complete tasks.

Delaware County requires employees wear uniforms, safety equipment and personal protection equipment while
working. Delaware County will provide required uniforms, safety equipment and personal protection equipment
as part of the compensation to employees.

While performing the duties of this job, the employee is regularly required to use hands to finger, handle, or feel;
reach with hands and arms; and talk or hear. The employee frequently is required to stand; walk; and stoop, kneel,
crouch or crawl. The employee is occasionally required to sit and climb or balance. The employee must regularly
push, pull, drag, lift and/or move up to sixty (60) pounds. Specific vision abilities required by this job include close
vision, distance vision, peripheral vision, depth perception, and ability to adjust focus. This is a safety sensitive
position.

Work Environment

The work environment characteristics described here are representative of those an Employee encounters while
performing the essential functions of this job. The employee is regularly exposed to fumes or airborne particles,
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including second-hand environmental smoke. The employee is regularly exposed to outside weather conditions.
The noise level in the work environment is moderate to high. The employee is regularly exposed to risks
associated with travel between properties and back and forth to other areas as may be required due to business
demands.

NOTE: The omission of specific statements or duties listed above does not exclude them from the position if the
work is similar, related, or a logical assignment to the position. This job description does not constitute an
employment agreement between Delaware County government and the employee, and is subject to change by
Delaware County as the needs and requirements of the job change.

Delaware County is an Equal Opportunity Employer

Read and Sign:

| have read the above job description and received a copy of said description. | understand and am fully aware of
the requirements of the position. | hereby acknowledge and agree that | am capable of fulfilling all job duties and
requirements, including the physical requirements, and that | am fully able to comply with the job description.

Employee’s Name (Printed) Date

Employee’s Name (Signature) Date
Date
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