DISCLAIMER

This job description is provided for general informational purposes, may not apply to your city's specific situation and should not be considered a comprehensive description of the job position. It should be used for comparative purposes only. The job description should be tailored to reflect the actual qualifications and job duties relevant for this position in the context of your city. You should consult with a human resources professional and your city attorney before taking any action based on this job description.
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JOB SUMMARY: This position is responsible for planning, administering, and supervising f ire prevention and suppression activities for the city.

MAJOR DUTIES:

· Plans, directs, and coordinates all operations of the department; manages the provision of fire prevention and suppression services to the city.

· Ensures that all apparatus and equipment are properly maintained and in safe working condition.

· Develops and implements standard operating procedures for paid and volunteer personnel.

· Represents the department at City Council meetings.

· Directs and participates in firefighting and rescue activities; responds to mutual aid calls.

· Develops work schedules and assigns duties.

· Plans for the personnel, equipment, and apparatus needs of the department.

· Oversees the selection, training, evaluation, promotion, and discipline of departmental personnel.

· Writes equipment specifications; evaluates the need for new equipment; tests equipment and recommends purchases to city officials.

· Responds to fire calls and assumes command of fire scenes.

· Investigates or oversees the investigation of causes of fires.
· Enforces fire prevention regulations.

· Directs the inspection of buildings and other properties for fire hazards; reviews building plans to ensure compliance with fire codes.

· Oversees the maintenance and repair of tire hydrants.

· Attends training seminars, workshops, conferences, and conventions to remain abreast of firefighting laws and practices.

· Maintains department files, including incident reports, training records, inspection reports, and vehicle and equipment maintenance records.

· Makes presentations concerning the Fire Prevention Program to local schools.

· Teaches CPR and first-aid classes.

· Prepares general correspondence and various reports for the department.

· Prepares department payroll.

· Maintains inventory and attendance records.

· Prepares the annual departmental budget and monitors expenditures under the current budget.

· Coordinates annual parades and special events with the Chamber of Commerce.

· Performs other related duties as assigned.

KNOWLEDGE REQUIRED BY THE POSITION:

· Knowledge of fire suppression and investigation standards, practices, strategies, tactics, and apparatus.

· Knowledge of local, state and federal fire codes, local ordinances, and departmental rules and regulations.

· Knowledge of the geography, street block numbers, and water supply locations of the city.

· Knowledge of budgeting practices.

· Knowledge of frst-aid principles and applications.

· Knowledge of hazardous materials.

· Skill in management and supervision under both routine and emergency situations.

· Skill in decision-making and problem solving.

· Skill in reading maps and blueprints.

· Skill in the operation and use of fire equipment and apparatus.

· Skill in developing and implementing long-term operations plans.

· Skil1 in public and interpersonal relations.

· Skil1 in oral and written communication.

SIJPERVISORY CONTROLS: The City Manager assigns work in terms of departtmental goals and objectives. The work is reviewed through conferences, reports7 and observation of departmental operations.

GUIDELINES: Guidelines include city, state and federal fire codes, National Fire Protection Association guidelines, city personnel policies, local ordinances, ancl departmental standard operating procedures. These guidelines require judgment, selection, and interpretation in application. This position develops departmental guidelines.

COMPLEXITY: The work consists of varied managerial, supervisory, and technical duties. Emergency situations contribute to the complexity of the work.

SCOPE AND EFFECT: The purpose of this position is to manage the delivery of fire protection services to the community. Successful performance helps ensure the protection of community life and property and affects local insurance rates.

PERSONAL CONTACTS: Contacts are typically with co-workers, elected and other local government officials, other department heads, other emergency assistance officials, bank and business representatives, educators, civic leaders, state and federal agency representatives, and the general public.

PURPOSE OF CONTACTS: Contacts are typically to exchange information, resolve problems, provide services, motivate personnel, and educate the public.

PHYSICAL DEMANDS: The work is performed while sitting, standing, walking, bending, crouching, or stooping. The employee must frequently lift light or heavy objects, climb ladders, use tools or equipment requiring a high degree of dexterity, and be able to distinguish between shades of color.

WORK ENVIRONMENT: The work is typically performed in an office, except while at a fire scene The employee is exposed to noise, dust, dirt, machinery with moving parts, irritating chemicals, extreme temperatures, hazardous situations, and inclement weather. The work requires the use of protective clothing and devices.

SUPERVISORY AND MANAGEMENT RESPONSIBILITY: This position has direct supervision over Captains (3), Firefighter/Engineer (7), and all volunteer Firefighters.

