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POSITION DESCRIPTION

	TITLE:
	Fire Captain - Administration
	LAST UPDATED:
	Dec 11, 2015

	DEPARTMENT:
	Fire 
	JOB CLASS:
	

	REPORTS TO:
	Assistant Chief 
	FLSA DESIGNATION:
	Non-Exempt


________________________________________________________________
Summary: Under general supervision of the Assistant Chief, provides supervision and support of administrative functions of the Fire Department. Manages and maintains the documentation process for the department’s human resources needs in regards to policy and directives, as well as other critical department programs. Manages the Department’s recruitment and retention program.  Provides support to the Fire Chief and Assistant Chiefs in the planning, documentation and execution of strategic planning and special projects, including efforts to obtain and/or maintain accreditation and Insurance Service Office (ISO) Public Protection Class (PPC) rating. Oversees The Community Fire Education Program and takes active role as a media liaison for the Department, including press releases, social media and other media requests.

The intent of this position description is to provide a representative summary of the major duties and responsibilities performed by incumbent(s) in this position. Incumbent(s) may not be required to perform all duties in this description and incumbent(s) may be required to perform position-related tasks other than those specifically listed in this description.

Essential Job Functions:
· Manages the planning, collection, compilation and documentation of proofs of compliance that correspond with the Commission on Fire Accreditation International (CFAI) and Commission on Accreditation of Ambulance Standards (CAAS) accreditation standards and Insurance Services Office (ISO) evaluation.
· Serves as the department’s ISO Compliance Officer.
· Responsible for revision and maintenance of the Department’s Strategic Plan, Standards of Cover Plan and Hazard Risk Analysis.
· Maintains pertinent records and files required for accreditation audits and ISO evaluation.
· Performs compliance inspections based on established guidelines for CFAI and CAAS accreditation and ISO evaluation.
· Provides CFAI/CAAS accreditation and ISO evaluation training to all newly hired and promoted departmental employees.
· Meets regularly with the Fire Chief and key personnel and prepares reports related to the progress of CFAI/CAAS accreditation and ISO evaluation efforts, maintains written directives and completes other projects as assigned.
· Collects, collates, analyzes and presents statistical data for use in the planning for short and long range strategic goals and objectives for administration, operations and support functions.
· May be assigned special projects by the Fire Chief as necessary for strategic and program related functions of the Department.
· Responsible for the revision and maintenance of the Department’s Standard Operating Procedures.
· Supervises Community Education Coordinator and Program Staff.
· Provides reports on community education programs.
· Coordinates the Department’s Public Information Officer, providing daily updates to media as necessary.
· Oversees the Department’s social media accounts and maintains continuity of message within the Department and in coordination with other City entities.
· Liaisons with other public safety agencies and staff. 
· Researches current public safety needs, techniques, methodology, and legal demands.
· Provides experienced writing support for the Fire Chief and Assistant Chiefs, including documentation of human resource matters.
· Works with other department supervisors on revising and implementing policies and procedures in their affected areas.
· Utilizes Department Records Management Systems to store, manage and report on all relevant data relative to assignments.
· Creates departmental surveys to gather input on various fire department topics.
· Responds to emergency incidents in the capacity of a Fire Captain and acts as a Battalion Chief when required.
· Serves as operations support and/or a supervisor within the Emergency Operations Center as required or needed.

Other Important Duties:
· Responds to requests for information from staff, other entities and the public.
· Travels to conduct on site compliance inspections or mock assessments and attends relevant CFAI/CAAS accreditation and ISO evaluation meetings, conferences and training.
· Performs other related duties as assigned.
· Regular and consistent attendance for the assigned work hours is essential.

Required Knowledge and Skills:
· Knowledge of Fire Department administration, operations, policies and procedures.
· Knowledge of emergency medical services.
· Knowledge of ambulance operation principles and practices.
· Knowledge of fire prevention, suppression, and education methods, practices and procedures for a variety of fire, hazardous materials responses, emergency management systems and rescue operations.
· Knowledge and skill associated with operating specialized communication equipment
· Knowledge of safe work practices and procedures.
· Knowledge of pertinent federal, state and local laws, codes and regulations.
· Knowledge of the requirements and guidelines for accreditation and ISO evaluation standards.
· Knowledge of City policies and procedures.
· Proficiency in the use of computers and related equipment, hardware and software to set up and maintain tracking databases of all personnel and related training requirements for accreditation standards.
· Ability to exercise sound judgment and rational thinking under stressful and/or dangerous circumstances.
· Ability to evaluate various options and alternatives and choose an appropriate and reasonable course of action.
· Skill in effective oral and written communications.
· Skill in planning, developing and implementing departmental procedures and objectives to meet applicable CFAI/CAAS accreditation and ISO evaluation standards.
· Skill in effectively supervising and delegating duties to assigned staff.
· Skill in resolving customer complaints and concerns.


Required Education, Experience and Certifications:
· High School Diploma or GED.
· 30 credit hours from an accredited institute of higher learning are required by June 2017
· Must possess the minimum requirements for a Frisco Fire Lieutenant
· Must possess the following certifications OR able to possess through TCFP within 1 year from date of hire:
1. TCFP Fire Officer II Certification 

· Must pass a pre-employment drug screen, polygraph test, psychological exam, criminal background check and MVR check.
· Must possess State of Texas Driver’s License.

Preference may be given to individuals who have additional education including any level degree in Business Administration, Public Administration, Fire Science, or related degree

Preference given to individuals who have 2-3 years’ experience with fire department CFAI/CAAS accreditation and ISO evaluation knowledge.

Environmental Factors and Conditions/Physical Requirements:
· Work is performed in office and field environments.
· May be subject to repetitive motion such as typing, data entry, and vision to monitor.
· May be subject to exposure to extreme temperatures, extreme weather conditions, hazardous chemicals, toxic fumes, unstable buildings and structures, infectious diseases, body fluids, air and water borne pathogens.
· May be subject to wearing full protective clothing and self-contained breathing apparatus for extended periods of time.
· May be subject to extended periods of bending, reaching, kneeling, climbing and standing on ladders and lifts, walking over unstable surfaces and terrain, lifting and carrying up to 70 pounds unassisted, dragging up to 160 pounds unassisted, and handling and operating high pressure water hoses.
· May be exposed to hostile, angry or emotional citizens, patients and business owners.

Equipment and Tools Utilized:
Equipment utilized includes personal computer, copier, calculator, fax machine, mobile data computers, various specialized fire, rescue and emergency medical response equipment. 

Approved By: 
	
Signed by Mark Piland, Fire Chief
	
	
12/29/2015

	Mark Piland, Fire Chief
	
	Date

	
	
	

	
Signed by Lauren Safranek, Director of Human Resources
	
	
12/28/2015

	Lauren Safranek, Director of Human Resources
	
	Date
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