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.
City of Albany, Georgia

Classification Specification

Classification Title: Fire Chief

Purpose of Classification

The purpose of this classification is to manage direct and coordinate the operations of the city fire department and emergency services while exercising responsibilities for enforcement of federal, state, and local laws, codes, and ordinances related to public safety and welfare.

Essential Functions

The following duties are normal for this position.  These are not to be construed as exclusive or all-inclusive.  Other duties may be required and assigned.

· Supervises, directs, and evaluates assigned staff, processing employee concerns, and problems, directing work, counseling, disciplining, and completing employee performance appraisals

· Plans, organizes, and manages, either personally or through subordinate supervisors, all departmental functions and support staff activities, coordinates activities and assignments.

· Responsible for initiating and decisions making for all departmental personnel actions.  Makes decisions in the area of hiring, promotions, demotions, terminations, and interdepartmental transfers; makes decisions on disciplinary and grievance actions

· Supervises and evaluates fire and emergency services; determines proficiency level of employees and identifies areas requiring improvements; formulates and execute action plan to correct deficiencies; ensures proper allocation of personnel and other resources.

· Prepares long range management plans compiled from statistical data and from analysis of incident trends, community needs, departmental and city administrative goals and objectives

· Interacts with other agencies throughout the city and within the county’s coordinates mutual fire and rescue protection plans with surrounding municipalities.

· Updates emergency preparedness and operation plans; maintains the Emergency Operation Center during disasters and emergencies; develops simulated disaster drills; develops tornado analysis for schools and industries.

· Formulates and develops work methods and practices, policies, standards operating procedures, training programs, and general orders; monitors implementation of departmental rules and regulations; updates departmental guidelines according to federal, state, and local legislation.

· Enforces all city fire codes, ordinances, and fire laws and regulations of the state in order to protect life and property; complies with all rules, orders, and instructions issued by officials.

· Meets with and responds to questions, complaints, and requests for information from citizens, the business community, elected officials, employees, outside agencies, and various other individuals

· Conveys goals and objectives to departmental staff, discusses problems or grievances, coordinates efforts toward the accomplishment of specific duties during meetings with subordinate supervisors and employees.

· Supervises selection process of new recruits and administrative personnel; may conduct applicant interviews during the hiring process; makes personnel recommendations

· Conducts inspections of departmental vehicles equipment and buildings; evaluates and directs various tests on equipment writes and/or approves specifications for new apparatus and equipment; ensures that specifications meet federal, state, and local regulations.

· Establishes priorities for anticipated departmental requirements for each fiscal year; prepares and submits annual budget information; recommends budget revisions as appropriate; administers approved budget and monitors operational expenditures for fiscal compliance.

· Reviews equipment and tools specifications and recommendations; oversees procurement of equipment, supplies, and protective gear for all divisions.

· Attends official functions, commissioner and community meetings; makes presentations and public speeches to civic groups and schools; grants interviews to the news media regarding major issues or fire rescue activities.

· Reviews documentation processed by subordinates; discusses errors and recommends methods for corrective/alternative action; provides technical assistance as needed.

· Maintains knowledge and awareness of applicable laws/regulations; reads professional literature; maintains professional affiliations.

· Conducts staff meetings; attends local, state, and federal conferences, meetings, seminars, workshops, and training sessions as appropriate; prepares presentations for City and County Commissioner meetings.

· Composes, prepares reviews, and/or approves a variety of forms, logs, requests, records, reports, correspondence, and other documents associated with daily responsibilities of this position; prepares and maintains administrative records and files

· Cooperates with federal, state, and local law enforcement/investigating agencies and their officers or representatives when activities are related to investigations within jurisdiction.

Additional Functions

· Performs other administrative tasks such as reviewing payroll, contacting vendors, purchasing equipment and supplies, visiting schools, and greet visitors

· Establishes and maintaining positive public relations; attends community meetings; promotes and teaches fire safety and prevention

· Answers the telephone; provides information, advice and guidance; takes and relays messages and/or directs calls to appropriate personnel; returns calls as necessary

· Substitutes for other supervisor and/or co-workers in temporary absence of same.

· Performs other duties as required.

Minimum Qualifications

Associate’s degree with course work emphasis in Business/Public Administration, Fire Science, or related field; supplemented by six (6) to nine (9) years of management experience in fire service management, fiscal/budget matters, fire safety, prevention, and suppression methods, equipment, and supplies, or a related field, preferably at the Assistant Fire Chief level or above; or any equivalent combination of education, training, and experience which provides the requisite knowledge, skills, and abilities for this job.  Must possess a valid Georgia driver’s license and State of Georgia Firefighters I, II, III certifications.  May be required to attain and maintain Hazardous Materials, First Responder, and/or Cardiopulmonary Resuscitation (CPR) certification.

Performance Aptitudes

Data Utilization:  Requires the ability to synthesize, hypothesize, and/or theorize concerning data and/or information involving modification of existing policies, strategies, and/or methods to meet unique or unusual conditions.  Requires the ability to do so within the context of existing organizational theories and management principles

Human Interaction:  Requires the ability to function in a director capacity for a major organization unit requiring significant internal and external interaction.

Equipment, Machinery, Tools, and Materials Utilization:  Requires the ability to start, stop, operate, and monitor the functioning of equipment, machinery, tools, and/or materials used in performing essential functions

Verbal Aptitude:  Requires the ability to utilize a wide variety of references, descriptive, and/or advisory data and information

Mathematical Aptitude:  Requires the ability to perform addition, subtraction, multiplication, and division; ability to calculate decimals and percentages; may include ability to perform mathematical operations involving basic algebraic principles and formulas, and basic geometric principles and calculations

Functional Reasoning:  Requires the ability to apply principles of influence systems, such as motivation, incentive, and leadership.  Ability to exercise independent judgment to apply facts and principles for developing approaches and techniques to problem resolution.

Situational Reasoning:  Requires the ability to exercise the judgment, decisiveness, and creativity required in critical and/or unexpected situations involving moderate risk to the organization.

ADA Compliance

Physical Ability:  Tasks involve the ability to exert light physical effort in sedentary to light work, but which may involve lifting, carrying, pushing, and/or pulling of objects and materials of light weight (5-10 pounds).  Tasks may involve extended periods of time at a keyboard or work station.

Sensory Requirements:  Some tasks require visual perception and discrimination.  Some tasks require oral communications ability.

Environmental Factors:  Tasks are regularly performed without exposure to adverse environmental conditions, such as dirt, dust, pollen, odors, wetness, humidity, rain, temperature and noise extremes, machinery, vibrations, electric currents, traffics hazards, toxic agents, violence, disease, or pathogenic substance.

The City of Albany, Georgia is an Equal Opportunity Employer.  In compliance with the Americans with Disabilities Act, the City of Albany, Georgia will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.

