
 
 

EMERGENCY MANAGEMENT COORDINATOR  
 
 
GENERAL DEFINITION OF WORK: FLSA Status: Exempt 
 
Performs difficult professional and administrative work coordinating the emergency management 
program; does related work as required. Work is performed under the general supervision of the 
County Administrator. 
 
ESSENTIAL FUNCTIONS/TYPICAL TASKS: 
 
Coordinating emergency service programs;  ensuring compliance with laws, rules and 
regulations; developing policies and procedures; coordinating activities with County staff, 
emergency service providers, volunteer agencies and EMS providers; maintaining records 
and files; preparing reports. 
 
(These arc intended only as, illustrations of the various types of work performed. The omission of 
specific duties does not exclude them from the position if the work is similar, related, or a logical 
assignment to the position.) 
 
 Manages emergency response of Fire/EMS agencies to the public. 
 Provides elected officials and administration staff with data on programs and submit 

recommendations for improvements. 
 Responds to and manages the hazardous materials incidents and cleanups. 
 Responds to emergency incidents (Fire/EMS), fire investigations, and fire inspections as 

needed. 
 Pursues, writes and manages grants for the County government and Fire/EMS agencies such 

as Fire Acts Grants, Homeland Security, Department of Fire Programs and Two-for Life, etc. 
 Prepares and manages the fiscal budget for Fire/EMS agencies which includes vehicle 

maintenance program. 
 Submits claims; investigates accidents and injuries of volunteer agencies. 
 Attends training classes for emergency management, fire investigations, fire inspections, and 

emergency planning. 
 Coordinates training for volunteer Fire/EMS agencies and conducts County drills. 
 Manages the Public Safety Radio System, Eagle Mapping System, and radio maintenance 

program which includes, equipment collection, update of FCC licenses and dispatch equipment 
and operations 

 Writes and updates the Emergency Operation Plan. 
 Manages the' Emergency Operation Center during emergencies and submit FEMA Public 

Assistance project worksheets for payment reimbursements. 
 Interfaces with citizens, business owners, CERT members and Town Governments to 

coordinate emergency response, preparedness and recovery before, during and after all 
incidents or emergencies. 

 Performs related tasks as required. 
 



 
KNOWLEDGE, SKILLS AND ABILITIES: 
 
Thorough knowledge of the federal and state laws and regulations regarding emergency 
management; thorough knowledge of all facets of emergency management operations; thorough 
knowledge of radio and telephone communications systems, their operations and implementations 
into emergency services; thorough knowledge of the operation of the fire, police and 
communication departments; ability to exercise sound judgment in emergencies; ability to analyze 
the effectiveness of an emergency management organization and to institute improvements; ability 
to work with volunteers, volunteer organizations and related agencies; ability to write detailed 
reports and prepare plans; ability to establish and maintain effective working relationships with 
associates and the general public. 
 
EDUCATION AND EXPERIENCE: 
 
Any combination of education and experience equivalent to graduation from an accredited college 
or university with major coursework in public safety, emergency management systems or related 
field; and considerable professional experience in emergency management. 
 
PHYSICAL REQUIREMENTS: 
 
This is medium work requiring the exertion of 50 pounds of force occasionally, up to 20 pounds 
of force frequently, and up to l0 pounds of force constantly to move objects; work requires 
climbing, balancing, stooping, kneeling, crouching, crawling, standing, walking, pushing, pulling, 
lifting, fingering, grasping, feeling and repetitive motions; vocal communication is required for 
expressing or exchanging ideas by means of the spoken word and conveying detailed instructions 
to others accurately, loudly or quickly; hearing is required to perceive information at normal 
spoken word levels and to receive detailed information through oral communications and/or to 
make fine distinctions in sound; visual acuity is required for depth perception, color perception, 
night vision, peripheral vision, preparing and analyzing written or computer data, visual inspection 
involving small defects and/or small parts, use of measuring devices, assembly or fabrication of 
parts, operation of machines, operation of motor vehicles or equipment, determining the accuracy 
and thoroughness of work, and observing general surroundings and activities; the worker is subject 
to inside and outside environmental conditions, extreme cold, extreme heat, noise, hazards, 
atmospheric conditions and oils and may be required to wear a self-contained breathing apparatus. 
The worker may be exposed to bloodborne pathogens and may be required to wear specialized 
personal protective equipment. 
 
SPECIAL REQUIREMENTS: 
 
Possession of an appropriate driver's license valid in the Commonwealth of Virginia. Firefighter I 
& II Certifications. National Fire Protection Association Certifications in Fire Inspector, Plan 
Examiner and Fire Investigator. Haz-Mat and EMT certification. Must meet and maintain all 
department and State training and education requirements for position. 
 


