
Training Coordinator 

International Association of Law Enforcement Firearms Instructors, Inc.® 

The International Association of Law Enforcement Firearms Instructors, Inc. (IALEFI®) is 
a non-profit, member association having served the training needs of its members since 
1981.  IALEFI® has of thousands of members in the United States and throughout the 
world. 

 

IALEFI® is currently recruiting for a dynamic, experienced professional to serve as Training 
Coordinator. 

Training Coordinator is a vital organizational position coordinating key aspects of our training 
program and associated activities.  The position reports to the Executive Director and will work 
closely with the Board of Directors Training Committee in addition to training academies, event 
sponsors, students, and their employers.  The Training Coordinator will schedule training dates, 
coordinate instructors for those dates, maintain the instructor cadre, advertise that training, and 
work with the Executive Director as requested.  The ideal candidate will take pride in finding 
new ways to provide our membership quality, instructor-level training effectively and efficiently.  
The Training Coordinator is expected to work in the best interest of the association membership 
and strive to grow the training program.  An existing combination of professional experience and 
education in law enforcement firearms instruction is desired.   

Requirements: 

The Training Coordinator must have excellent communication and interpersonal skills to work 
closely with target audiences, external training partners, and our association membership.  The 
successful candidate will have above average administrative and program support experience in 
using technology to support remote work, collaboration, and service delivery.  Experience in 
managing databases, familiarity with online meeting applications, and superb organizational 
skills are required.  We will consider exceptional candidates who demonstrate a strong 
combination of the specific qualifications and skills described below.  

1. Self-directed with a well-developed sense of ethics and of strong, moral character; 
2. Certification as a law enforcement firearms instructor; 
3. Current Active Membership in IALEFI®; 
4. Five years of experience conducting law enforcement training classes;  
5. Experience in work plan and lesson plan development; 
6. Current or past association with a law enforcement training academy or law enforcement 

agency training unit or equivalent experience; 
7. Solid understanding of and experience using Microsoft Office suite (Word, Excel, 

PowerPoint), database, email, social media, and online meeting applications; 
8. Up-to-date and comfortable with the latest trends and technology in online collaboration; 
9. Strong interpersonal, verbal, and written communication skills; 
10. Excellent email and telephone etiquette; 
11. High attention to detail; and 



12. Motivated and energized to find new, creative, and effective ways for internal and 
external collaboration and program support. 

Major Areas of Responsibility: 

1. Network, coordinate, and maintain relationships with training academies and venues;   
2. Select and coordinate instructors;  
3. Advertise training classes;  
4. Ensure delivery of course materials;  
5. Schedule all training courses (other than the Annual Training Conference), work with 

other program coordinators (e.g. Firearms Instructor Course coordinator), plan and 
schedule courses for subsequent years; 

6. Search for and evaluate new training sites;  
7. Coordinate instructor travel;  
8. Coordinate the student event registration process; 
9. Conduct direct training if required; 
10. Use the association online database and integrated website to announce and manage 

event registration; 
11. Facilitate new course development and update of current courses;  
12. Maintain hard copy and computer-based records; 
13. Recommend improvements to training available to association members; and 
14. Additional tasks as assigned by the Executive Director. 

Location and Schedule:  

IALEFI® is based in Gilford, New Hampshire.  The Training Coordinator may work remotely a 
vast majority of the time. Occasional travel, working the association Annual Training 
Conference, and evening and weekend work is required. 

Compensation:  

This is a part time, hourly position averaging no more than 50 hours per month at $30.00 per 
hour.  In addition, a percentage of the student registration fees will be paid to the Training 
Coordinator. 

How to Apply:  

To apply, please email a resume, any relevant supporting documents, and a detailed cover 
letter speaking directly to your qualifications for the position to markfettinger@ialefi.com with 
“Training Coordinator Application” in the email subject line.  The documents must be in .pdf 
format.   The final date for acceptance is July 29, 2019. 

Applicants will be the subject of a background investigation.  If it is found that any false 
information was provided by the applicant during the hiring process, they may be disqualified or 
terminated from employment. 

Date Issued: June 17, 2019  
Date Closed: July 29, 2019 


