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GENERAL STATEMENT OF DUTIES:
Performs highly responsible administrative and supervisory work assisting the Fire Chief in planning, organizing and directing the Fire Department's Administrative and Operation Division.

Works under the general supervision of the Fire Chief who outlines broad departmental policy and procedures.  Work is carried out independently on a day‑to‑day basis once the Fire Chief has established general policy.  Coordination is maintained with Fire Chief in order to assure departmental goals and objectives are accomplished.

Supervision exercised ‑ general supervision over subordinates; evaluates and recommends selection, performance and discipline of assigned personnel.

This position is the second ranking position within the Department.

EXAMPLES OF DUTIES: (the following does not include all duties that may be assigned to this position)

1. Plans, organizes and directs the overall day‑to‑day operations of the Fire Department.  Shall assume Command or assist the Fire Chief with command of all multiple alarm incidents.

2. Supervises and assists, through subordinates, all personnel assigned.  Provides necessary guidance or instruction to accomplish a given task and review work on a periodic basis to ensure desired results.

3. Participates in department policy making, with the Fire Chief; develops and implements procedures. Prepares and presents reports of all division activities, new equipment, methods and procedures to Chief of Department for evaluation.

4. Assists in preparation of budget; develops staffing for assigned subordinates; recommends changes to obtain the most effective results.

5. Evaluates performance, disciplines, and participates in selection of personnel assigned to the department; ensures that all personnel have received adequate training to accomplish their tasks and recommends specific individual training as needed.

6. Supervises are department’s Fire Prevention Program.

7. Shall assume full responsibility of the department during the absence of the Fire Chief.

8. Shall supervise and coordinate the department's building maintenance, and Buildings and Grounds Program. 

9. Is assigned to the department's and town Safety Committee as the Fire Chief’s representative.
10. Supervises and coordinates the department's Physical Fitness Program.

11. Shall be the department's Privacy Officer – and is responsible for ensuring the organization's privacy policies and procedures related to the privacy of patient health information.
12. Evaluates performance, disciplines and participates in the selection of assigned personnel.

13. Performs other related duties as required or assigned by the Chief.

KNOWLEDGE, SKILLS AND ABILITIES

Thorough knowledge of modern firefighting methods and equipment and the ability to operate the same.  Knowledge of training methods and the ability to instruct others.  Ability to supervise others.  Ability to maintain records and prepares reports.  Ability to communicate effectively with others and to establish effective working relationships with other Town agencies, employees and the general public.

MINIMUM QUALIFICATIONS

· Must have an Associate's Degree in Fire Science or related field as determined by the Fire Chief.

· Must have a background in Personnel Administration.

· Must have a background in Fire Prevention and Fire Investigation.

· Must be Level III certified or equivalent through the State of NH by the date of hire.

· Must be Hazardous Materials Operational Level certified through the State of NH by the date of testing.

· Must have successfully completed the Company Officer development course through the State of NH by the date of testing.

· A minimum of (10) years in the Fire Service of which five (5) years must be as a lieutenant or higher.

· Must be certified/licensed as an EMT.

PHYSICAL EXERTION/ENVIRONMENTAL CONDITIONS
Frequent physical effort required while engaged in combating emergency situations.  Working conditions are disagreeable with exposure to all the weather elements as well as exposure to hazards resulting from firefighting and EMS that could result in total disability or death.

Request for Waiver

A request for waiver from a specified job requirement or qualification within this General Order will be considered when the following is submitted, in writing, as part of the application package: 1.) A letter detailing which requirement or qualification the applicant is requesting a waiver for. 2.) State the reason(s) why the waiver is being requested. 
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