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Sample Job Description for 
EMERGENCY MANAGER

Nature of Work
This is advanced professional and administrative work in the management of specially assigned programs or projects in the operation and/or planning of the Emergency Management Division. Work involves coordination of all operational and planning for emergency support functions for the county’s Emergency Response Plan. Position incumbent reviews responsibilities, as enumerated in promulgated plans, to county departments, divisions, municipalities and federal agencies, and ensures non-county government plans are compatible with county plans. Work is performed with considerable independent judgment within established guidelines. Performance is reviewed by an administrative superior for conformance to established policy.

Illustrative Tasks
Coordinate and/or prepare plans for all operational emergency support functions for the county's Emergency Response Plan; develop, organize and administer the facility plan review program; review and reconcile differences of opinion regarding adequacy of facility plans.

Conduct county vulnerability analyses by emergency situation type.

Prepare and/or implement detailed mitigation studies that identify operation procedures to alleviate negative impacts of emergency situations.

Coordinate emergency response activities with state, county and municipal authorities.

Prepare reports, procedures, and documentation that supports county emergency management functions.

Prepare and/or ensure the adequacy of the county hazard assessment by location and type; review and update as required.

Research, collect information, and utilize the Emergency Management Information System to assist state and local decision makers in emergency operations decision making.

Research, monitor and explain policy regulations and operating procedures as required.

Coordinate with media, businesses and public agencies to develop public information and educational programs.

Plan for and/or coordinate the maintenance of the county Emergency Operating Center facilities and equipment to ensure continuous readiness for immediate activation when needed.

Conduct research and develop training in response to county needs.

Plan and/or ensure that all training programs are in compliance with state and federal regulations.

Supervise support staff.

Knowledge, Abilities And Skills
Considerable knowledge of the principles of management, organization and administration.

Considerable knowledge of emergency management procedures, practices and regulations.

Considerable knowledge of the practices in the fields of local government personnel management, organization, administration, budgeting and accounting.

Knowledge of personal computers and effective procedures for their use.

Ability to plan, direct and coordinate the work of subordinates when required by work assignments.

Ability to express ideas effectively, both orally and in writing.

Ability to serve the public and fellow employees with honesty and integrity in full accord with the letter and spirit of the county's Ethics and Conflict of Interest policies.

Ability to establish and maintain effective working relationships with the general public, co-workers, elected and appointed officials and members of diverse cultural and linguistic backgrounds regardless of race, religion, age, sex, disability or political affiliation.

Desirable Experience and Training
Graduation from an accredited four-year college or university with major course work in public or business administration or field related to Emergency Management. Considerable experience in a staff or administrative capacity appropriate to Emergency Management planning and/or operating; or any equivalent combination of training and experience.
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