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DIRECTOR OF EMERGENCY SERVICES
CITY OF CLEARWATER


BACKGROUND:
The City of Clearwater has maintained a volunteer Fire and EMS Department since 1976.  The departments have operated separately over that time with several volunteers being members of both services though.  In 2016, the Governing Body approved a paid full time position as well as the implementation of billing for ambulatory services.  The Govering Body also increased the pay rate per run for EMS volunteers.  Currently there are approximately 25 fire members and 13 ambulance members.  

POSITION SUMMARY:
Under the supervision of the City Administrator, the Director of Emergency Services is a full-time employee that works in an exempt position under FLSA.  The Director of Emergency Services performs administrative duties for the EMS and Fire divisions of the Emergency Services Department.  Supervising the management of the department, budget administration, and resolving personnel issues and citizen concerns are the primary responsibilities of this position. This position  is responsible for the operation of all ambulances, fire response units, medical and fire equipment, and other apparatus for the protection of life, property and civil defense.  The employee in this position performs emergency life saving services and fire scene management in the performance of their duties.  This employee should be in excellent physical condition and have the ability to remain poised under extremely difficult and hazardous circumstances.  This employee should possess a strong organizational and management aptitude, with excellent communication and public relation skills.
 
ESSENTIAL FUNCTIONS:		
· Provides emergency medical care for the sick and injured;
· Directs the daily activities of the EMS and fire divisions;
· Responsible for the maintenance, operation, and testing of ambulances, fire units and other related equipment;
· Makes recommendations to the City Administrator concerning personnel;
· Assists in budgeting, and monitors all expenses;
· Monitors all EMS and fire training for part-time and volunteer personnel;
· Develops and administers departmental policy and procedures;
· Administers personnel policy and procedures;
· Fields questions, concerns, and complaints from the general public;
· Maintains compliance with all state and federal regulations;
· Handles accounts receivable and reimbursements;
· Manages all departmental records;
· Maintains confidentiality of all medical and patient information;
· Documents all response and patient contacts;
· Reviews and proposes revisions to local fire codes and ordinances;
· Monitors vehicle maintenance and repairs;
· Directs fire and emergency operations at fires, accidents, natural disasters, and hazardous materials incidents in the Clearwater emergency services response district;
· Monitors all safety, prevention and fire inspection activities;
· Works closely with the City Clerk on billing and accounts recievable;

POSITION REQUIREMENTS:
Experience:  Five years of similar or related experience is preferred with three years experience in a supervisory position required.  The employee in this position is expected to have acquired the necessary information and skills to perform this job.

Education: A minimum of an Associate’s Degree in Fire or Health Science is required with a Bachelor’s Degree preferred.  This employee must possess a valid Kansas Driver's License or the ability to obtain one.  This employee must possess or obtain all required emergency services certifications including Certified Paramedic, Training Officer I (Instructor Coordinator preferred) Firefighter I & II.
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[bookmark: QuickMark]Technical Skills:  This position requires a thorough knowledge of emergency medical and firefighting techniques, local geography, and the ability to operate the various life saving and firefighting apparatus.  This employee must be competent in the delivery of emergency medical treatment and emergency scene management.  The ability to act quickly and calmly in emergencies, to understand and anticipate problems, to perform equipment maintenance, and to read and interpret written instructions, reports, manuals, maps, and instructional materials is required.  This employee should possess a strong mechanical aptitude, and effective public relation, oral, and written communication skills.

Problem Solving:  Problem solving is a factor in this position.  This employee encounters problems with emergency medical treatment, fire code enforcement, personnel issues, and hazardous scene situations.  Serious problems are reported to the City Administrator.

Decision Making:  Frequent independent decision-making is involved in this position.  This employee makes decisions about maintaining department equipment, providing medical assistance, emergency scene operations, citizen complaints and performing daily duties in the safest and most efficient manner.

Supervision:  This employee works with occasional supervision from the City Administrator, and exercises frequent supervision over subordinate personnel.

Financial Accountability:  This employee is responsible for the safe operation of department equipment, does have authority to purchase necessary equipment and supplies, and shares in the responsibility for administration of the department budget.

Personal Relations:  Daily contact with the general public, co-workers, subordinate personnel, and at times the public in extremely tense and stressful situations.  The Director of Emergency Services interacts with co-workers and subordinates in a non-traditional workplace.





Environmental Conditions:
· Work is performed in internal and external environments, with exposure to inclement conditions, extreme temperatures and lighting conditions.
· Exposure to hazardous materials and areas with high noise levels.
· Subject to extended periods of intense concentration in the assessment of emergency, personal and public safety, and health situations.
· Subject to working extended periods ranging from 24 hour shifts or longer, and under fatigue and physical exhaustion.
· Required to operate hydraulic and pneumatic equipment, gas and electric saws as well as medical equipment.
· Required to work in close proximity to multiple types of commercial and industrial machinery, and high voltage power and generator power sources.
· Requires extensive periods of walking, climbing, standing, stooping, bending, reaching, kneeling, lifting and hoisting such as fire/medical equipment and victims.
· Required to operate emergency response vehicles.
· Exposure to, or contact with, individuals having infectious and/or communicable diseases.

Physical Conditions:
This is heavy physical work requiring the ability to lift, crawl, run, climb, etc. while wearing or carrying heavy equipment and gear weighing about 50 pounds;  ability to function effectively in life/death situations relying on sight, hearing, smell and touch to make critical decisions while maintaining safety of others/self; ability to accept risk of bodily injury/death in performance of duties;  ability to face exposure to and take precautions against:  carcinogenic dusts, toxic substances, infectious agents, disease, and the visual and emotional shock of burn/trauma victims.  This position requires SCBA and respirator medical certification. Essential and marginal functions require maintaining physical condition appropriate to the performance of assigned duties and as specified by firefighter physical fitness standards.

Residency Requirement:
Due to the nature of this postion and subsequent call out with response time being paramount, the selected candidate must reside within five (5) minutes of the City of Clearwater City Limits. 
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