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	CUSTER COUNTY, COLORADO
205 S. 6th Street, PO Box 150
Westcliffe, CO 81252


JOB DESCRIPTION


	POSITION TITLE: Emergency Management Director
	FLSA Status: Exempt

	
	Introductory Period: 6 months

	
	

	
	


SUPERVISION RECEDIVED:

This position receives general oversight from the Board of County Commissioners (BoCC). It   performs the duty assignment according to his or her own judgement, requesting supervisory assignments only when necessary. Special projects are managed with little oversight and assignments may be reviewed upon completion. 
 
SUPERVISION EXERCISED: 

This position does not have supervisory responsibilities.  It does contain elements of coordination amongst emergency response agencies.  


JOB SUMMARY 

Responsible for the mitigation of, preparedness for, response to and recovery from natural and human caused disasters and major emergencies occurring within the County.  Responsible for seeking, monitoring and reporting on State and Federal grant funding associated with recovery projects. Serves as a point of contact for property owners, contractors, fire districts, members of the public, county staff and other agencies for emergency and recovery management. Topics/issues with potential to fall under the coordination umbrella include rebuilding, debris removal, erosion control, revegetation, insurance, transportation (roads and flooding), human services assistance, public health, wildfire mitigation, emergency response and others as they arise.  


ESSENTIAL DUTIES:

Plans and coordinates activities to assist in the possible elimination of or reduction of an occurrence of a natural or human caused disaster.  This includes potential hazard analysis and vulnerability assessments.

Coordinates and facilitates preparedness and cohesion amongst all jurisdictions and response agencies or personnel.  

Plans, coordinates and reports on County response and resources during a public health crisis.  

Develops, maintains and updates all County Emergency Operation Plans, Hazard Mitigation Plans, Community Wildfire Protection Plans, and other plans necessary to help prepare for, respond to, and recover from disasters.

Coordinates and assists in conducting training exercises such as table-top drills, functional and full-scale exercises.  

Coordinates and provides training to County staff, other agencies and the general public on emergency preparedness.

Coordinates with State and Federal Government to expedite the documentation necessary to declare a local disaster/emergency once approved by the BOCC.

Coordinates with emergency responders to facilitate resources during a public health crisis, disaster or emergency.  

Coordinates with emergency response agencies such as the American Red Cross, Federal Emergency Management Agency and the Colorado Division of Homeland Security and Emergency Management to disseminate information and aid to the County during a public health crisis, disaster or emergency.

Facilitates the efforts and actions to return the County to a normal state of operation including damage assessment, community aid facilitation and debris management and reunification, following a natural disaster or manmade event.  May provide assistance in gathering information relative to financial recovery following an event.
 
Assist with the assembly, direction and management of multidisciplinary teams comprised of professionals from several departments of the county, external consultants, members assigned from other governmental agencies, non-profit organizations and the private sector in the development of plans, goals, objectives and procedures for completion of a variety of tasks related to the recovery from emergencies and natural disasters. 
 
Develops and monitors a recovery schedule and budget.  Reviews project proposals and plans to analyze eligibility for grant funding and consider time requirements and allotment of available resources to various phases of the recovery.  Takes necessary steps to apply for grants and completes required reports or requests per the awarded grant. Works with the Finance Director in monitoring expenditures to ensure proper and efficient management of funds. Exercises budget controls over the operations of the department.

Reviews and approves P-Card statements for employees assigned to department ensuring all applicable receipts are attached.  

Assists with facilitating solutions and troubleshooting problems associated with designing, implementing, leading and completing recovery projects. 

Provides summaries and progress reports on a regular basis to the Board of County Commissioners (BOCC). 

May coordinate a citizen's committee to address long-term, unmet needs.  Prepares and distributes meeting agendas, packets and related materials; take and distribute meeting minutes as appropriate. 

Lead/facilitate disaster planning efforts with whole community and stakeholder coordination, to include plan maintenance.  Emphasis on the County Emergency Operation Plan and Annexes.  

Submits health crisis, disaster or emergency reports to the Federal Emergency Management Agency and the Colorado Division of Homeland Security and Emergency Management as necessary.

Tracks and reports on projects and programs; prepares recovery project/program financial reports; maintains and reconciles recovery project/program cost reports; assists Finance Director with financial information and attends to queries regarding recovery project/program reports/budgets. 

Monitors and reports on the status of state and federal grants; review and audit grant contracts, amendments and other documents to ensure grant compliance. Researches grants, completes applications and monitors statuses of applications.  Ensures required paperwork, reports and tracking mechanisms are followed for all awarded grants.

May assist with preparing press releases on emergency or natural disaster events with coordination of the BOCC.  Monitors, evaluates and makes recommendations of changes to social media sites, coordinates information sharing and maintains Emergency Management social media sites. May coordinate and assist cooperating agencies on media posts and press releases. 

Works with GIS and county agencies to update and provide maps and mapping data for emergencies and disasters.

Coordinates with cooperating agencies to integrate into a defined and designated incident command structure.  Activates the local Emergency Operation Center (EOC) as needed and assures the EOC is equipped with necessary supplies and equipment.

Develop/Maintain/Oversee the critical components in support of resource management processes for incidents that exceed local agency resourcing capabilities, to include inventory systems, mutual aid agreements, ordering processes and financial components.

Prepares reports on hazardous material spills to the Colorado Department of Public Health and Environment by documenting the incident through photographs, reports and assists in the cleanup efforts.
 
Uses the Web-EOC portal to report county and regional situations used to communicate with multiple jurisdictions on crises, emergency or disaster events.

Maintains inventory of emergency equipment and coordinates with cooperating county agencies to ensure accuracy and availability of equipment.

Provides logistical support to county agencies for County needs during a crisis, local emergency or disaster event. 

Provides coordination, mapping and assistance for American Red Cross to assist citizens after loss of homes due to an emergency or disaster event. 

Documents and prepares requests for reimbursement following an emergency or disaster event.  Coordinates and assists cooperating county agencies with the required processes for reimbursements. 

Work with regional OEM’s and other emergency responders in our area to develop local and regional mutual aid agreements and response plans both formal and informal.


Peripheral Duties:   
Performs other duties as appropriate or necessary for performance of the job.
Attends meetings, classes and training.
 
Communicate clearly and concisely, both verbally and in writing. 

Maintain a positive working relationship with all County divisions, departments and elected official offices to coordinate department activities with other Counties and Special Districts.  


  KNOWLEDGE, SKILLS AND ABILITIES:  
· Basic comprehensive knowledge of Emergency Response Agencies Roles and Operations
· Ability to coordinate and facilitate meetings and events
· Self-Motivation- Ability to produce with minimal supervision
· Office, Computer and Organizational Skills to include word/data processing and spreadsheets
· Ability to work with and supervise volunteers and emergency responders
· Public Communication Skills and interaction with media representatives

Additional Requirements:

County residency within 6 months of date hire or reasonably there after is considered a Bonafide Occupational Qualification (BFOQ).  

Federal Emergency Management Agency (FEMA) courses applicable to emergency management must be completed within the first 18 months of employment:  IS-120A, IS-120C, IS-230B, IS-230D, IS-139A, IS-235B, IS-00235C, IS-240B, IS-241B, IS-242B, IS-244B, IS-317, IS-100C, IS-700B, IS-800, IS-200B, IS-200NCA, IS-00003, IS-005, IS-702A, IS-703A, IS-026, IS-2200, IS-00293, G-205, G-191

Public Information Officer FEMA series: IS-029, G-290, G-291, E/L0388


PHYSICAL Demands 
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential duties and responsibilities of this job.

While performing the duties of this job, the employee is regularly required to conduct activities involving walking, standing, sitting, lift, push or pull more than 100 pounds with leveraged assistance; and to regularly devote extended periods of time to the use of digital/electronic office equipment. During times of emergencies or disasters these activities will adjust to the situation at hand.

The employee is frequently required to grasp and manipulate office and similar other equipment, tools and materials; and to participate in routine conversation in person or via telephone and to distinguish telephone, voice, and other auditory tones.  

The employee is regularly required to conduct activities involving stooping, kneeling/bending, crouching, crawling, twisting, and reaching. 

Specific vision abilities required by this job include the ability to distinguish objects in low and bright light using visual capacity including peripheral vision, depth perception, color vision, and far and near acuity in order to observe all elements of a given situation and the surrounding work environment. 

Auditory requirements sufficient to hear signals and two-way communication devices.  


WORK ENVIRONMENT
This position will require working a non-standard or extended hours to provide 24-hour emergency management during emergencies or disasters in support of local, state and federal jurisdictions.  Approximately ninety percent (90%) of the essential duties/activities for the position are performed indoors in a standard office environment; approximately ten percent (10%) of this work is performed outdoors in response or recovery from emergency or disaster events.  
Outdoor work and travel includes exposure to varying weather conditions, noise, fumes, chemical, smoke, dust or other unknown substances or situations relating to an emergency or disaster. 

In the event of an emergency or disaster, the work environment and conditions described could change significantly and involve circumstances exposing the incumbent to hazardous physical conditions and risk of exposure to unknown toxic or caustic substances and pathogenic organisms which can be harmful.

Work may require physical and mental demands associated with performing wildland firefighting assistance, search and rescue assistance, and any other emergency or disaster situation.  May be exposed to chemical and bio-hazardous material, blood-borne pathogens, STD's or other health considerations, and unusual fatigue factors.  

Occasionally the employee may encounter difficult individuals who are angry and/or resistant to the programs offered.

May require adjustment of work schedule in times of an emergency, including off shifts, holidays or weekends.  



MINIMUM EDUCATION / EXPERIENCE REQUIRED 
Bachelor’s Degree in business or public administration, accounting, finance, emergency management or public health; or six (6) to ten (10) years of related experience in emergency management, law enforcement, fire or emergency services; or equivalent combination of education and experience.  

· Post-secondary training in Emergency Management field including Emergency Management Professional Development Series as follows:
· The EMPG requires the applicant EM to have the following Courses (all available online at no cost) ICS 100, 200 NIMS 700, 800
·  The FEMA Professional Development Series which includes – ICS 120, 230, 235, 240,241,242,244
· These need to be completed within the year of hire if the applicant does not already have them to stay compliant with the EMPG.   It takes 3 to 4 hours per course to complete.

LICENSE OR CERTIFICATION REQUIRED:  
Valid and current Colorado Driver’s License.  Completion of FEMA online self-study courses in Emergency Management are to be completed within 6 months of appointment.  Must currently hold an ICS-300 and ICS-400 FEMA certificate, or obtain within 12 months of appointment.  



All job descriptions have been reviewed to ensure only the essential functions and basic duties have been included. Peripheral tasks, only incidental related to each position, have been included. Requirements, skills and abilities included have been determined to be minimal standards required to successfully perform the position. In no instance however, should the duties, responsibilities and requirements be interpreted as all-inclusive. Supervisors as deemed appropriate may assign additional functions and requirements. 

In accordance with Americans with Disabilities Act (ADA), it is possible requirements may be modified to reasonably accommodate disabled individuals. However, no accommodations will be made which may pose serious health or safety risks to the employee or others or which may pose undue hardships on the organization. 

This job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the need of the employer and requirements of the position change.     

_______________________________________________                     ________________
Employee Signature                                                                                        Date 
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