City of Chattanooga, TN

Classification Title:  Fire Staff Officer


	Department: 
	Fire
	Pay Grade:
	TBD

	Supervision Received From:
	
Varies
	FLSA Status:
	Exempt

	Supervisory Responsibility For:
	
None
	Established:

Revised:
	06/29/07

11/26/07


CLASSIFICATION SUMMARY:

Incumbents in this classification are responsible for performing specialized work associated with various departmental activities.  Duties may include: preparing proposals; preparing a variety of reports; managing assigned projects; analyzing situations and information and making recommendations based on findings; enforcing applicable fire and safety codes; providing public relations and community outreach; responding to emergency calls for service; maintaining CAD/GIS database and/or related departmental records; monitoring compliance with applicable ordinances and regulations; and/or identifying, preparing, and implementing training or  programs.  Work requires limited supervision and the use of independent judgment and discretion. 
SERIES LEVEL:

The Fire Staff Officer is a stand-alone classification.
ESSENTIAL FUNCTIONS:

(The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification, only a representative summary of the primary duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.)

· Participates in evaluating fire department facilities, procedures, and equipment to determine and ensure compliance with applicable Federal, State, and Local regulating agencies; evaluates the safe operations of fire department equipment, facilities, and personnel to mitigate lost time due to injuries.

· Participates in a variety of administrative activities in support of departmental operations, which may include: ensuring adequate maintenance of the computer-aided dispatch (CAD) and Geographic Information System (GIS) databases; overseeing the maintenance of communications equipment; preparing and reviewing Insurance Services Office (ISO) items; administering firefighter certifications, including administering exams; participating in NIMS compliance activities; evaluating facilities, procedures, and equipment to determine compliance with applicable regulations; maintaining a variety of databases; writing and preparing grant proposals; writing apparatus and equipment safety specifications; and/or, performing other related activities.

· Participates in the hiring process of potential new hires, which includes participating in interviews, physical ability exams, and other related processes.

· Schedules, develops, and facilitates training and development opportunities for firefighting staff, which includes conducting needs assessments to identify areas of opportunity for training; prepares and maintains related training records.

· Completes, processes, disseminates, and maintains a variety of documentation and records related to personnel, operations, activities, inspections, incidents, and/or other related items; prepares and completes various forms, reports, records, and/or other related documents; verifies the accuracy and completeness of data and makes appropriate corrections or modifications.

· Participates in/on a variety of meetings, sessions, seminars, and workshops in order to receive and/or convey information.

· Collaborates with internal departments, external agencies, and/or other organizations regarding a variety of fire-related issues, which may include: proposed construction projects; utility infrastructure upgrades; GIS mapping; code enforcement inspections and activities; reviewing building plans, subdivision proposals, fire protection systems, and street closure requests; conducting site visits; communication equipment needs and updates; and/or, performing other related activities.

· Participates in public education and outreach activities on fire-related topics, issues, and concerns.

· Prepares, reviews, and updates manuals, policies and procedures, organizational charts, seniority listings, specifications, bulletins, map books, and/or other applicable items.

· Receives, responds to, and resolves concerns, issues, and complaints received from other internal departments, external agencies, citizens, and/or other interested parties.

· May participate in and provide guidance regarding fire scene investigations, including documentation and follow-up.

· May participate in fire suppression and other emergency activities, which includes planning, developing strategies, responding to, and mitigating emergency situations; provides emergency medical care at a basic and advanced life support level.

· Performs other duties as assigned.

ASSIGNMENT DUTIES:

Fire Investigations

· Conducting fire scene cause and origin investigations;

· Examining fire debris for clues as to how fires or explosions started;

· Collecting evidence for analysis, including taking photographs.

Fire Prevention

· Enforcing fire and safety codes by conducting physical inspections of buildings;

· Overseeing and evaluating the testing of fire protection systems in public facilities;

· Assisting public facilities in developing evacuation plans;

· Writing citations to correct life-threatening deviations or violations.

Research & Planning

· Researching and analyzing information and preparing recommendations related to policies, equipment, and/or apparatus modifications and/or additions;

· Managing periodic, large-scale department projects;

· Developing and maintaining the department organizational chart, internal reports, and records.

Records/Communications

· Ensuring the maintenance of the computer aided dispatch (CAD) GIS database;

· Serving as a liaison with the County communications center;

· Requesting and overseeing the maintenance of communication equipment.

Water Supply/Plans Review

· Serving as a liaison with local utility providers and internal departments regarding the location of water supplies.

Training

· Developing and adapting lesson plans to achieve training division goals and expectations;

· Scheduling and facilitating internal and external classes;

· Completing training records.

Safety

· Maintaining injury and infection control exposure reports;

· Coordinating the reporting and follow-up of on the job injuries for department staff;

· Investigating injuries, exposures, accidents, property damages, and related items involving department personnel and equipment.

MINIMUM QUALIFICATIONS:

High School Diploma, or G.E.D., and successful completion of the City of Chattanooga Firefighter Academy.
LICENSING AND CERTIFICATIONS:

Valid Tennessee Driver’s License with F endorsement
Firefighter Certification. 

EMT-IV  or First Responder Certification.

HMTO Certification.

Some positions may require State of Tennessee Fire Prevention Inspector Certification.  

KNOWLEDGE AND SKILLS:

Knowledge of applicable Federal, State, and Local laws, ordinances, codes, rules, regulations, policies, and procedures; firefighting principles and practices; fire suppression techniques; modern firefighting and rescue principles and tactics; vehicle extrication methods; building structures; City geography; investigation principles and practices; fire inspection principles; fire behavior; hazardous materials; customer service principles; emergency medical care; and vehicle, equipment, and apparatus maintenance principles and techniques.

Skill in maintaining a variety of records and information; interpreting and applying applicable laws, ordinances, codes, rules, regulations, policies, and procedures; developing and implementing fire prevention and mitigation strategies and tactics; conducting pre-fire planning and fire hydrant inspections; providing emergency medical care; developing and facilitating fire training sessions; suppressing fires; using a computer and related software applications; conducting investigations; evaluating vehicles, buildings, equipment, and apparatus for emergency readiness and compliance with applicable regulations; reading and interpreting maps and diagrams; preparing and maintaining reports; providing customer service; identifying and isolating hazardous materials; driving emergency fire and rescue vehicles; and, communication and interpersonal skills as applied to interaction with coworkers, supervisor, the general public, etc. sufficient to exchange or convey information and to receive work direction.

PHYSICAL DEMANDS

Positions in this class may require:  climbing, balancing, stooping, kneeling, crouching, crawling, reaching, standing, walking, pushing, pulling, lifting, fingering, grasping, feeling, talking, hearing, seeing and repetitive motions.

WORK ENVIRONMENT:

Very Heavy Work: Exerting in excess of 100 pounds of force occasionally, and/or in excess of 50 pounds of force frequently, and/or in excess of 20 pounds of force constantly to move objects.
Incumbents may be subjected to fumes, odors, dusts, gases, poor ventilation, chemicals, oils, extreme temperatures, inadequate lighting, workspace restrictions, intense noises, and infectious diseases.
SPECIAL REQUIREMENTS:

Safety Sensitive:  Y  

Department of Transportation - CDL: N
Child Sensitive: N
The City of Chattanooga, Tennessee is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
Fire Staff Officer

4



