
JOB TITLE:  DIRECTOR OF EMERGENCY SERVICES 

 

DEPARTMENT: EMERGENCY SERVICES 

 

REPORTS TO: TOWNSHIP MANAGER  

 

POSITION SUMMARY AND ESSENTIAL DUTIES: 

 
Serves as the Chief Administrator of the township volunteer fire department that provides emergency 

service response for the Township.  Meets regularly with volunteer company Officers and President to 

establish goals and objectives for the Fire Department. Establishes operating policies and procedures 

and coordinates implementation in the volunteer department. 

 

Establishes standards and monitors operations to ensure compliance.  Conducts inspections and 

monitoring of fire station facilities, operations, equipment, personnel and record-keeping. 

 

Acts as Incident Commander at all major incidents and ensures proper functioning, staffing, equipment 

and safety. 

 

Compiles on an annual basis and updates as necessary, the listing of executive officers, line officers, 

relief association officers, board of directors and membership rosters.  Included in the process is the 

generation and distribution of current year listing of all officials and any subsequent revisions. 

 

Prepares the agendas for and attends meetings as may be assigned. 

 

Directs the activities of support staff and holds necessary meetings. 

 

Searches for available emergency service related grants and complete application for grants. 

 

Performs the duties of Fire Marshal.  Supervises fire prevention operations, including code enforcement, 

fire inspections, investigations and plan review.  Processes requests for variances from fire codes.  

Manages the annual fire prevention and life safety premises inspections, fire alarm and fire drill 

programs. Supervises the investigation of all structure fires; gives depositions, and provides expert 

testimony in court.  Makes recommendations on fire code changes. 

 

Tracks and follows through with all necessary enforcement action including but not limited to 

enforcement notices, citations and court appearances. 

 

Administer all aspects of the Fire Escrow Ordinance, including communicating with the insurance 

adjuster, determining the appropriate escrow amount, providing the treasurer with the escrow payment 

and authorizing the release of escrowed funds. 

 

Receives, reports and administers all volunteer fire department related Worker’s Compensation claims 

for injury. 

 

Administers new member physicals and screenings scheduling. 

 

Directs new volunteer member recruitment initiatives. 

 

Supervises the investigation of all hazardous materials incidents.  Oversees required record keeping and 

reporting pertaining to hazardous materials. 

 



Directs the preparation and implementation of the Fire Department budget. Presents budget proposals 

to Township Manager. 

 

Attends meetings with other department heads, Board of Commissioners and other public officials and 

community leaders.  May Sit as a member of, or chair, various task forces and committees. 

 

Maintains liaison with civic, business, community, health provider and professional organizations.  

Attends meetings.  Holds presentations and trainings on fire prevention, fire safety and fire 

drills/suppression. 

 

Schedules and oversees volunteer fire department training program development and implementation. 

 

Maintains and furthers knowledge of current codes, methods of fire control and prevention, changes in 

construction methods and material through attendance at pertinent conferences, seminars, schools and 

meetings.   

 

Attends one Board of Commissioners meeting per month. 

 

Performs other duties as assigned by the Township Manager. 

 
EDUCATION & EXPERIENCE 

 

A Bachelor’s degree and at least 10 years of experience in fire service with progressive supervisory 

experience to include at least five years of upper level public safety management.  

 
Valid PA motor vehicle operator’s license to include fire apparatus; PA certification Firefighter 1 & 2; 

Hazmat Operations; PA certification Fire Officer 1; valid CPR and first aid certifications;  

 

Thorough knowledge of fire suppression and fire prevention theories, principles, techniques, and 

equipment, including corresponding NFPA Standards.  

 

Thorough knowledge of fire service administration, including personnel management, fiscal affairs, 

program planning, and training including the ability to direct the operations of a volunteer fire service 

under routine and emergency circumstances with necessary skills to identify, select, train, and delegate 

work to volunteer Officers, and central staff. 

 

Ability to make decisions, often under pressure or crisis conditions, that may involve life, property or the 

operations of the entire department. 

 

Must have excellent oral speaking skills with the ability to present information to large and small groups as 

well as excellent written communication skills and the ability to write clear and concise memos, reports and 

other documentation. 

 

Ability to establish and maintain effective working relationships with superiors, associates, subordinates, 

volunteer fire companies, officials of other agencies, and the general public. 

 

Ability to work independently and organize many projects simultaneously and prioritize work. Requires a 

flexible schedule as needed to allow for early morning, evening or weekend appointments, trainings, 

meetings or emergencies. 

 

Must have excellent reasoning and critical thinking skills with an ability to generate appropriate solutions. 

 

Ability to read and understand construction plans. 

 



Must have a working knowledge of computers and Microsoft Office programs. 

 

 
PHYSICAL REQUIREMENTS: 

 

The physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job.  Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions. 

 

Ability to bend, stoop, squat, crawl, climb, crouch, and kneel.  

 

Ability to reach above shoulder level, push and pull.  

 

Ability to lift and carry up to 50 pounds of tools, equipment and material. 

 

Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral 

vision, depth perception, and the ability to adjust focus. 

 

Ability to work on unprotected heights and work around moving machinery. 

 

Ability to perform job functions in adverse weather conditions at times. 

 

 
WORK ENVIRONMENT 

 

The work environment characteristics described here are representative of those an employee encounters 

while performing the essential functions of this job.  Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions.   

 

While performing the duties of this job, the employee occasionally works in outside weather conditions.  

The employee is occasionally exposed to wet and/or humid conditions, fumes or airborne particles, and risk 

of electrical shock. 

 

The noise level in the work environment is usually quiet in the office and moderately noisy in the field. 

 

 
The duties listed above are intended only as illustrations of the various types of work that may 

be performed.  The omission of specific statements of duties does not exclude them from the 

position if the work is similar, related, or a logical assignment to the position. 

 

The job description does not constitute an employment agreement between the employer and 

employee and is subject to change by the employer as the needs of the employer and 

requirements of the job change. 

 


