CITY OF BOTHELL


FIRE EDUCATION/INFORMATION SPECIALIST

FLSA Status: Non-exempt
CLASS SUMMARY

Performs professional level work providing fire and emergency prevention/life safety information and educational programs to all City residents; coordinates Department's involvement and interaction with the community through public meetings, classes, community events, emergency responses and news releases.  Work is performed under general supervision with initiative, discretion, and independent judgment in the performance of duties based on extensive knowledge of Fire Department policies, procedures and operations.  The incumbent exercises technical and functional supervision over department personnel assigned to specific events or duties.

ESSENTIAL FUNCTIONS -- Essential duties and responsibilities may include, but are not limited to, the following:
Develops, presents and coordinates public education services including providing or overseeing life safety information to the public on fire safety, fire prevention, disaster preparedness and related topics; develops and presents approved short- and long-term public education programs to children and adult groups to enhance safe and productive behavior and to minimize loss of life and property; participates in community events such as career days, safety fairs, open house, etc.

Represents the department to media on sensitive issues such as large scale emergencies; acts as media contact for Department; acts as Department liaison to victims; provides information, press releases and articles related to department specific programs, events and services.

Participates in making presentations to a variety of community groups, schools and the public; presents safety information on fire and life safety and emergency procedures and techniques; promotes and coordinates fire public education programs; prepares program event and facility marketing materials including news releases, flyers, schedules of events and pamphlets; develops and maintains various events and displays on fire safety.

Participates in the preparation and administration of the public education and employee recognition budget; submits budget recommendations and monitors expenditures.

Collects data and submits quarterly reports for supervisor; maintains records and develops reports concerning new or ongoing programs and program effectiveness; maintains records on public education programs; maintains and files reports; may prepare Departments annual fire report for public distribution.

Designs, and prepares brochures, flyers, and handouts for Department as needed; may coordinate and publish Department quarterly newsletter.

Coordinates and supervises student volunteers; conducts juvenile fire setter screening utilizing carefully structured questioning process.

Performs related duties and responsibilities as required or assigned.

PHYSICAL DEMANDS AND WORK ENVIRONMENT

Work is primarily performed in an office setting and frequently at other public settings and community events/meetings.  Work involves sitting, walking, computer use, and occasional lifting of heavy objects such as displays and audio/visual equipment.  May be required to work beyond normal working hours to participate in community events and respond to emergency media inquiries.

MINIMUM QUALIFICATIONS

Education, Training and Experience Guidelines

Associate's degree with major course work in communications, journalism or public administration or a related field and considerable increasingly responsible public information or fire safety education experience, or an equivalent combination of education, training and/or experience that provides the following knowledge, skills and abilities:

Knowledge of:
· Policies, functions and responsibilities of Fire Departments

· Basic operations, services and activities of a fire public education program

· Principles and practices of program development and implementation

· Basic procedures, methods and techniques of budget preparation and control

· Marketing theories, principles, practices and their application to public information outreach

· Modern office procedures, methods and computer equipment

· Pertinent federal, state, and local laws, codes and safety regulations

· Applicable software and data processing applications

· Instructional techniques and mediums

Ability to:
· Coordinate and direct fire public education programs suited to the community

· Present information to officials, staff and to large public groups

· Recommend and implement goals and objectives for providing public education programs

· Elicit community and organizational support for fire public education programs

· Identify and respond to community issues, concerns and needs

· Interpret and explain department policies and procedures

· Allocate limited resources in a cost-effective manner

· Develop, implement and administer program goals, objectives and procedures

· Analyze problems or issues, identify potential solutions, project consequences of proposed actions and implement recommendations in support of program goals

· Research, analyze and evaluate new service delivery methods and techniques

· Respond to inquiries or complaints from the public, business community or the media

· Work independently and with people in crisis situations

· Cope with situations firmly, courteously, tactfully and with respect for the rights of citizens

· Communicate effectively, clearly and concisely, both orally and in writing

· Establish and maintain effective working relationships with those contacted in the course of work 

LICENSE OR CERTIFICATE REQUIREMENTS

· Possession of, or ability to obtain, a valid Washington State driver's license

· Possession of, or ability to obtain, First Aid certification

Class specifications are intended to present an illustrative description of the range of duties, the scope of responsibility and the required level of knowledge, skills and abilities necessary to describe the primary functions of the job. Specifications are not intended to reflect all duties performed by employees in each position assigned to the class.
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