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FIRE CHIEF/ EMERGENCY MANAGEMENT DIRECTOR JOB DESCRIPTION

General Statement of Duties
Performs responsible administrative and technical work directing and coordinating the fire, rescue and emergency management services and functions for the town, including advising several contractual volunteer fire departments that serve the town.  This position is responsible for fire and protection in the Town of Lake Lure and the contracted service area outside the Town.

Distinguishing Features of the Class
An employee in this class plans, organizes and coordinates and directs the fire, rescue and the emergency management activities for the town, including planning for and response to fires, rescue, medical first responders, hazardous materials incidents, weather emergency response, or other disaster planning and response.  Work involves coordination with a wide variety of emergency service providers, state agencies, and local emergency support departments and agencies, and serving as a responder to fires and emergencies in  both an Incident Commander and oversight and a response capacity. Major responsibilities of this position are: conducts fire education and safety programs, conducts arson and fire investigations and training for firefighters, fire inspections, fire suppression, emergency management, rescue, is serving as a liaison between volunteer fire departments; in this role the employee and serves as liaison between contracted volunteer fire services and the town.  The employee also reviews site plans for new construction to ensure that fire codes are being met and serves as the town’s safety officer.
Work involves a broad scope of public contacts, a variety of technical and detailed knowledge, and considerable independent initiative and judgment.  The employee is subject to hazards in the fire, rescue, and emergency management work including working in both inside and outside environmental conditions, working at extreme heights, in extreme hot and cold temperatures, loud noise, vibration, moving parts, electrical current, high heat, chemicals, hazardous fumes, dusts, odors, mists, and gases, poor ventilation, oils, wearing respirators, and working in close quarters, confined spaces, swift moving and still waters.  Employees are also subject to the final OSHA standards on blood borne pathogens.  Work is supervised by the Town Manager and is evaluated through conferences, results of work, reports, and public feedback.


Duties and Responsibilities
Essential Duties and Tasks
Develops plans for preparedness, mitigation, response, and recovery of all types of man-made or natural disasters, including national security, nuclear plant, weather, hazardous materials spills, and others; coordinates plans, procedures, communications, and other emergency management methods with a wide variety of local fire, law enforcement, school, institutional, and other officials; also coordinates with FEMA and state emergency management staff.

     
Recruits, selects, and oversees the training of personnel for the department; and advises, directs and consults with subordinate fire personnel on matters of training, work assignments, scheduling, and discipline. 


Supervises all fire work, major investigations, communications and reports.  Receives and acts upon inquiries or complaints from the public concerning fire activities and services.  Supervises all fire work, major investigations, communications and reports.  Receives and acts upon inquiries or complaints from the public concerning fire activities and services.  Supervises internal personnel investigations; establishes policies, procedures and operations; sets priorities; and, evaluates the department and its personnel; maintains personnel records.  Supervises the preparation of periodic reports of fire and emergency management activities.

Researches, develops and writes multi-hazard plan and specific procedures in coordination with participating organizations; negotiates agreements with property owners for emergency use; serves on-call and responds to emergency situations including fire, rescue, medical, hazardous materials spills, missing persons, potential arsons, hazardous weather conditions, etc.
Works with contracted volunteer fire departments; conducts periodic meetings, researches and updates departments on new techniques, equipment, and regulations; assists with procurement of equipment, and coordinates training; supervises the maintenance of training records; prepares and assists volunteer departments in grant applications and completes grant reports; advises departments on personnel issues and policies.
Reviews plans for development for applicable fire codes and other emergency concerns; works closely with council and various boards in review and development of ordinances. 

Provides liaison services between and among contracted volunteer fire departments, law enforcement agencies, emergency medical services and other support agencies.

Provides information services to various groups on a variety of emergency and disaster services and makes public presentations.

Prepares departmental budgets, maintains accounts, purchases equipment and supplies and performs other administrative duties. 

Serves as Incident Commander as appropriate and other related fire service functions as needed and must be qualified and capable a Firefighter and Equipment Operator, answering calls for service when needed and evaluating departmental response in the field; operates fire equipment and fights fire when needed.

Conducts fire inspections of commercial properties for existing or potential fire hazards.

Conducts investigation of suspicious fires in cooperation with state and county fire and law enforcement agencies; conducts NC Fire Prevention Code inspections in accordance with the schedule adopted by the town required by the state.
Is responsible for the preparation and maintenance of records and files for requested ISO inspections.

Serves as the town’s safety officer assuring compliance with OSHA standards, providing safety training, completing and filing accident reports, and maintaining required records and files.
Performs related duties as required.
Ability to fill in for on duty fire suppression staff as necessary.
Additional Job Duties

Must be able to successfully complete the annual physical fitness agility test within the standards required by the department.


Recruitment and Selection Guidelines
Knowledges, Skills and Abilities

Thorough knowledge of federal, state, and local policies, procedures, and regulations 

pertaining to the various emergency management services and communications involving law enforcement, fire, haz-mat and rescue operations.

Thorough knowledge of resources available for emergency management assistance.

Considerable knowledge of modern emergency management practices and procedures.

Working knowledge of the use of computers to prepare documents and the skill to use them.

Ability to interpret, explain, and apply a wide variety of policies, procedures, and regulations, including state building codes related to fire prevention.

Ability to prepare complex reports and makes effective public presentations.

Ability to react quickly, effectively, and professionally in emergency situations and major disasters.

Ability to use sound judgment and determine best options and decisions for handling emergency matters; good physical conditions.
Ability to plan and organize work to meet deadlines and governmental requirements.

Ability to establish and maintain effective working relationships with law enforcement agencies, fire services, City and County officials, hospitals, schools, and the general public.

Physical Requirements
Must be able to perform the physical life functions of climbing, stooping, kneeling, reaching, standing, walking, fingering, grasping, talking, hearing, and repetitive motions.

Must be able to perform heavy work exerting more than 100 pounds of force occasionally and/or in excess of 50 pounds of force frequently to move objects.

Must possess visual acuity to prepare and analyze data and figures, perform accounting functions, operate a computer terminal, operate a motor vehicle, do extensive reading and use measurement devices as well as the ability to operate trucks and other equipment and fight fires.
Must be able to successfully complete the annual physical fitness agility test within the standards required by the department.

Must be able to perform skills and tasks associated with high angle rescue, water rescue, confined space rescue, wilderness rescue, fire suppression including structural and wildland, and medical responses.
Desirable Education and Experience
Graduation from a community college or technical school with an Associates Degree  in  Fire Service Technology and experience in fire prevention, fire suppression, fire inspection/investigation, supervision and administration; or an equivalent combination of education and experience.

Special Requirement

Possession of a valid Class B North Carolina driver's license

Possession of NC Firefighter Level II


Possession of NIMS/ICS 100, 200, 300, 400 and 700

Possession of EMT Basic Certification

Possession of NC Rescue Certification

Ability to successfully obtain Possession of the following certifications within one year of employment:  Water rescue technician, confined space rescue certification and rope rescue technician.


Ability to obtain Possession of NC Emergency Management Certification through Type I.

Ability to obtain Possession of recognized training in Fire Investigations.


Ability to obtain Possession of NC Fire Inspection’s Certification through Level III, as soon as eligible.


Ability to obtain NC OSFM Hazardous Materials Operations Technician Level Certification.


Possession of NC OSFM Hazardous Materials Operation Level certification.

Possession of or ability to obtain a variety of certifications within timeframes specified by the town.  Areas  of certifications may include Firefighter, Fire Inspections, NC Emergency Management, Fire investigations, and EMT.
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