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POSITION SUMMARY

Under the supervision of the Board of County Commissioners, the Emergency Manager/Safety and Compliance Coordinator position is an exempt position under FLSA. This employee is responsible for providing direction and implementation of all aspects of emergency preparedness, including coordination of all public entities responding in times of disaster or emergency, training of personnel and conducting programs for the protection of lives and property from natural and man-made disasters and national security related events. The director oversees the smooth operation of the department and generates ideas to improve the overall methods of emergency response. This employee analyzes facts and makes sound judgments when performing day to day activities and in stressful emergency/disaster situations. This employee must possess excellent attention to detail, organizational, communication, and public relation skills. This employee must be able to work independently with only occasional supervision.

 ESSENTIAL FUNCTIONS

· Communicates and works with governmental entities and individuals to coordinate emergency management programs;

· Prepares monthly, quarterly and yearly reports for the state and federal government;

· Advises the County Commissioners and State Division of Emergency Management regarding disaster declarations;

· Coordinates local disaster programs with federal and state programs;

· Establishes and maintains network of expert advisers and damage assessors;

· Prepares reports, updates and guides as directed by KDEM for FEMA;

· Plans, designs, executes, maintains, exercises, validates and updates Emergency Operations Plans;

· Maintains and works with LEPC;

· Plans, directs and trains, or schedules training, for personnel in proper disaster and emergency procedures;

· Conducts informational meetings with local officials, general public, county staff and other local emergency departments about emergency management;

· Coordinates public awareness programs.

· Create, Instruct and Maintain County Wide Training Plans in coordination with the Human Resource Officer for Safety and General Training

· Maintain Department certifications, training documentation and date tracking 

· Maintain Charts for Succession Planning, internal continuity of operations plans

MARGINAL FUNCTIONS

· Prepares departmental budget;

· Maintains personnel records for department volunteers;

· Operates and maintains emergency equipment;

· Recommends purchases of equipment to the Board of County Commissioners;

· Works in conjunction with other public safety departments and interested parties to achieve coordination of plans to be carried out in an emergency;

· Responds to public inquires in a timely manner;

· Attends workshops and meetings;

· Provides Board of County Commissioners with a monthly and yearly scheduling outline of deadlines

· Provides the Board of County Commissioners with monthly update on department activities;

· Maintains department inventory;

· Assists county emergency departments with grant applications;

· Performs other duties as deemed necessary or as assigned.

Emergency Manager Director 

Position Requirements
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EXPERIENCE:

One to three years of similar or related experience is required. Employee is expected to have acquired the necessary information and skills to perform the job in a reasonable manner within six months of employment. 

EDUCATION:
High school diploma or GED is required. This employee must have or obtain a Kansas Emergency Manager Certificate within 2 years of employment. A valid Kansas Drivers License is required. 

TECHNICAL SKILLS:
Fire fighting, hazardous materials, and rescue background is necessary.  Knowledge of radio communication, equipment and frequencies, radio warning systems, and their maintenance and operation is required. This employee should have knowledge of computer systems and their application to emergency management. This employee should have the ability to organize and coordinate the activities of other persons, including being able to give and receive detailed, verbal instructions in emergencies. The ability to understand and work with state and federal regulations pertaining to emergency preparedness, hazardous materials and radiological protection is required. This employee should also possess excellent written and verbal communication skills and be able to handle volunteer situations and be able to establish priorities for projects and work assignments. This employee must be able to work productively without direct supervision.

PROBLEM SOLVING:
Problem solving is a significant factor in this position as it pertains to emergency management. Problems this employee may encounter include, establishing priorities for projects and equipment malfunctions. 

DECISION MAKING:
Decision-making is involved in this position. This employee must be able to exercise good judgment in evaluating emergency situations to make appropriate decisions based on circumstances and information.

SUPERVISION:

This employee acts under the supervision of the Board of County Commissioners. This employee exercises supervisory responsibilities over volunteer responders in emergency situations.

FINANCIAL RESPONSIBILITIES:

This employee is responsible for county equipment and resources. This employee prepares the departmental budget. This employee is responsible for applying for departmental grants.

PERSONAL RELATIONS:

Continuous contact with the general public, co-workers, and supervisory personnel is expected.

WORKING CONDITIONS:

Some adverse working conditions exist within this position. Exposure to large and small machinery and equipment, excessive noise, hazardous chemicals, and all types of weather conditions are expected. 

PHYSICAL REQUIREMENTS:
Although this is primarily a management position some manual labor including lifting and carrying heavy objects and the ability to operate department equipment is required.

ATTENDANCE:
Employees must be at their job performing essential duties on a regular and continuing basis with no excessive absences.

Revised 6/21/2021

