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436.01 Position:  Under the direction of the Fire Chief, directs, manages, supervises, and 
coordinates the activities and operations of the operations division including operations, 
training, facility/equipment maintenance, and responds to emergency incidents when 
assigned. Also responsible for coordinating assigned activities with other divisions and 
outside agencies; assists with complex administrative support to the Fire Chief.

436.02 Representative Duties:  The following duties are typical for this classification.  
Incumbents may not perform all of the listed duties and/or duties set forth below to 
address business and changing business practices.

Assumes management responsibility for assigned programs, activities and operations of the department 
including operations, training, facility /equipment maintenance, communications, information technology, and 
related programs and services. 

Manages and participates in the development and implementation of goals, objectives, policies, and 
priorities for assigned programs and services; recommends and administers procedures, policies and 
priorities for assigned programs and services; and recommends and administers policies and procedures.  

Monitors and evaluates the efficiency and effectiveness of service delivery methods and procedures; 
recommends, with subsequent department policy, appropriate service and staffing levels. 

Plans, directs, coordinates, and reviews the work plan for career staff; assigns work activities, projects and 
programs; reviews and evaluates work products, methods and procedures; meets with staff to identify and 
resolve  problems. 

Participates in the selection and evaluation of career personnel and volunteer officers; prepares 
performance evaluations for career personnel and volunteer officers; and implements discipline procedures 
according to policy.

Oversees and participates in the development and administration of assigned Division’s annual budget; 
participates in the forecast of funds needed for staffing, equipment, materials, and supplies; monitors and 
approves expenditures, and implements adjustments. 

Oversees the development and implementation of the department’s training programs for firefighting, 
emergency medical services and other emergency response services and programs; develops and 
implements training programs and schedules; identifies the fire training needs of career and volunteer 
personnel; provides and/or coordinates staff training and drills in firefighting methods, techniques, and 
related subjects; coordinates training programs with other divisions, departments, and outside agencies. 

Manage the purchasing, maintenance, and inventory of all fire related equipment, vehicles and property 
including communications equipment, vehicles, and related equipment; establishes replacement schedules 
for equipment, vehicles and property; ensures budget support replacement schedules.

Participates in facilities planning for the fire department; coordinates maintenance and repairs to existing 
facilities, as necessary. 



Provides staff assistance to Fire Chief. 

Serves as the liaison for assigned Division to other divisions, departments and outside agencies, negotiates 
and resolves sensitive and controversial issues. 

Attends and participates in professional groups meetings; stays abreast of new trends and innovations in the 
field of fire prevention, suppression, training, and management. 

Responds to and resolves difficult and sensitive citizen inquiries and complaints.

Function as the Duty Chief during assigned weeks. 

Performs related duties as required. 

436.03 QUALIFICATIONS 

The following generally describes the knowledge and ability required to enter the job and/or to be 
learned within a short period of time in order to successfully perform the assigned duties.

436.04 Knowledge of:

Operational characteristics, services, and activities of the fire department

Principals, practices, and methods of governmental administration.

Modern methods and techniques of fire department administration.

Service delivery issues related to fire and emergency medical services.

Principles of business letter writing and basic report preparation.

Principles and practices of program development and administration.

Office procedures, methods, and equipment including computers and applicable software applications, such 
as word processing, spreadsheets, and databases.

Principles and practices of customer service.

Principles of supervision, training, and performance evaluations.

Pertinent federal, state, and local laws, codes, and regulations. 

436.05 Ability to:



Oversee and participate in the management and administration of the assigned Division within the fire 
department

Supervise, direct, and coordinate the work of lower level staff.

Participate in the development and administration of division goals, objectives and procedures.

Research, analyze, and evaluate new service delivery methods and techniques. 

Prepare and administer division budgets.

Analyze problems, identify alternate solutions, project consequences of proposed actions and implement 
recommendations in support of goals.

Interpret and apply federal, state, and local policies, laws and regulations.

Operate office equipment, including computers and supporting word processing, spreadsheet, and database 
applications. 

Adapt to changing technologies and learn functionality of new equipment and systems.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationship with those contacted in the course of work.

436.06 Education and Experience

An Associates degree from an accredited college in fire science or related field is desired.  Any combination 
of experience and education which provides the applicant with the level of required knowledge and abilities 
may be considered.  The ideal candidate will possess a minimum of seven to ten years experience in a 
senior management role.

436.07 Requirements: 

Candidate must sign an employment contract with the fire district agreeing to be a non-tobacco user.

Candidate must have a current Oregon Drivers License. 

Successful candidate shall reside within the district boundaries of Siuslaw Valley Fire and Rescue within six 
months of employment. 

 


