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 SEQ CHAPTER \h \r 1
Town of Hilton Head Island, South Carolina
Class Specification
	This is a class specification and not an individualized job description.  A class specification defines the general character and scope of responsibilities of all positions in a job classification, but it is not intended to describe and does not necessarily list every duty for a given position in a classification.


	Class Title
	Fire Chief

	Class Code Number
	4270


	
General Statement of Duties


Directs the operations and activities of the Fire and Rescue Department; performs a wide variety of related work as required.

	
Distinguishing Features of the Class


The principal function of an employee in this class is to direct all operations and activities of the Town’s Fire Department.   The work is performed under the direct supervision of the Town Manager but extensive leeway is granted for the exercise of independent judgement and initiative. An employee in this class exercises supervision over the work of all employees in the Fire Department.  The principal duties of this class are performed in a hazardous work environment in which the employee is subject to potential personal danger.

	
Examples of Essential Work


· Provides vision, plans and strategies for the Fire Department’s current and future operations and activities;

· Plans, develops, and directs the implementation of goals, objectives, policies, procedures, and work standards for the department;

· Develops and directs the preparation and administration of the department’s budget, including monitoring departmental expenditures, procuring funding, approving purchase orders for supplies, equipment, and apparatus, and approves payment of accounts;

· Conducts data analyses upon which budgets are constructed;

· Ensures that the budget is in keeping with the master plan and long-range plans of the Fire Department;

· Tracks expenditures and makes budget adjustments as needed to meet the overall needs of the department throughout the budget period;

· Assumes leadership and oversight of the department’s capital improvement projects;

· Participates in the development of department, station and battalion policies, procedures, programs, rules, regulations and budgets as requested;

· Reviews all department policies and procedures to ensure they are consistent with organizational goals, objectives and needs and with the master plan;

· Monitors and evaluates the efficiency and effectiveness of assigned operations and activities and makes and implements recommendations for improvements;

· Analyzes trends in fire prevention and protection to determine the Fire Department’s desired goals and develops plans and programs to meet established goals, including Fire Prevention and Investigation, Emergency Planning, Fire Suppression, Emergency Medical and Rescue, Water Supply, Communications, and Fire Code Enforcement;

· Works closely with Town Officials, Fire Department personnel, a variety of public and private organizations, citizens’ groups, and other Town, County, State, and Federal  officials in developing programs and implementing projects for fire prevention and protection of Town residential and commercial interests;

· Develops directives to ensure compliance with established codes and regulations, including Standard Building Codes, Standard and National Fire Prevention Codes, and Town  Zoning and Fire regulations;

· Oversees all activities at all Town fire stations, including periodic on-site inspections to observe conditions, establish and maintain a rapport with Fire Department personnel, monitor general levels of job satisfaction, and identify or address any developing problems;

· Plans and conducts staff meetings of all Battalion Chiefs, Captains, and Lieutenants to exchange information regarding current issues and confers with department personnel and Town residents to address any concerns or problems facing the Town;

· Mentors and counsels department personnel as necessary;

· Works with the Building Official’s Office to establish requirements to ensure installation and maintenance of water supplies for all major buildings and subdivisions to determine Fire and EMS needs;

· Maintains an established system of fire stations, access roads, and water supplies determined by the Town’s specific needs;

· Plans, organizes, administers, reviews, and evaluates the activities of sworn, technical, and office support personnel directly and through subordinate management and supervisory personnel;

· Recruits, selects, hires, motivates, counsels, evaluates, disciplines, and terminates department personnel in accordance with established Town policies and procedures;

· Communicates with all Fire Department Personnel in efforts to motivate and encourage teamwork in accomplishing department objectives;

· Develops a system to address preventive, emergency, and routine maintenance on all departmental vehicles and equipment;

· Responds to major fires and emergencies, determines the appropriate method of response, and directs the Battalion Chiefs in command operations and assumes direct command of emergency situations as necessary; 

· Represents the Fire Department and/or Town on a variety of boards, commissions, and committees as required;

· Provides needed information and demonstrations concerning how to perform certain work tasks to new employees as necessary;

· Keeps Town Manager and designated others fully and accurately informed concerning work progress, including present and potential work problems and suggestions for new or improved ways of addressing such problems;

· Coordinates, audits and manages human and financial resources of the department in an  efficient and effective manner;

· Develops and monitors databases for the computer reporting system in areas of responsibility;

· Ensures compliance with federal, state and local safety and health requirements;

· Prepares special reports on various subjects to meet the changing goals, objectives and needs of the department;

· Organizes work and work schedules and delegates work fairly to appropriate departmental personnel;

· Conducts performance evaluations for assigned personnel;

· Works with Chief Officers of the department to develop, revise, adjust and meet both short-range and long-range goals and objectives, including but not limited to capital improvements, capital equipment, program development and customer service;

· Works with Chief Officers and appropriate others to prepare bid specifications, requests for proposals and selection that will ensure that the health and medical needs of the department will be met, including but not limited to the selection of the department physician, drug and alcohol testing agency, annual physical health provider and similar personnel and agencies;

· Monitors assigned operations and activities for efficiency and effectiveness;

· Participates in and/or chairs committees specific to areas of expertise and responsibility;

· Ensures adherence of all department personnel to established departmental policies, procedures, protocols, directives and orders;

· Conducts needs and task analyses appropriate to assigned responsibilities;

· Instructs company officers in strategy and tactics using the tabletop simulator;

· Receives, reviews, processes, files and/or submits a wide variety of documents and reports relating to assigned operations and activities for purposes of communication, record-keeping and accuracy;

· Participates in accident/incident investigations when work related injuries or near misses occur;

· Participates in the debriefing and/or investigation of all fire, rescue and emergency incidents;

· Identifies and exercises remedial actions required to correct deficiencies in areas of responsibility;

· Establishes priorities for the completion of work by assigned personnel with sound time-management methodologies;

· Conducts a variety of public education and public relations activities to develop and maintain public awareness of and support for department operations;

· Performs duties and responsibilities of other department personnel, including those of all subordinate personnel as required;

· Assumes command of life safety incidents, incident stabilization and property conservation  activities as appropriate;

· Assumes command of emergency medical and rescue services as necessary;

· Assumes command of hazardous materials emergencies, including assessing scene, identifying the extent of damage and/or potential hazard to the community, implements containment plans and protects fire personnel and civilian exposure to chemicals;

· Assumes command of human-caused and natural disasters, providing medical assistance, removing persons from harmful structures or exposure to fire, smoke, adverse weather conditions or other harmful materials, including providing crowd and traffic control and maintaining order as necessary;

· Studies training materials to stay current on new technologies and processes in firefighting, fire apparatus operations, hazardous materials, fire prevention, emergency medical and rescue responses, leadership, management, supervision and related activities;

· Studies and memorizes streets, residential developments, commercial complexes and other geographical information within the Town and surrounding areas;

· Participates in pre-fire planning operations and maintains a current knowledge of pre-fire plans;

· Communicates fire prevention and fire safety information and Fire Department policies to the public as requested; 

· Directs and supervises firefighters during emergency medical service operations;

· Performs duties consistent with the responsibilities of a certified Paramedic as necessary;

· Provides needed information, demonstrations and training concerning how to perform certain work tasks to new employees in the same or similar class of positions;

· Keeps Town Manager and designated others fully and accurately  informed concerning work progress, including present and potential work problems and suggestions for new or improved ways of addressing such problems;

· Attends  meetings, conferences, workshops and training sessions and reviews publications and audio-visual materials to become and remain current on the principles, practices and new developments in assigned work areas;

· Responds to citizens’ questions and comments in a courteous and timely manner;

· Communicates and coordinates regularly with appropriate others to maximize the effectiveness and efficiency of interdepartmental operations and activities;

· Performs emergency or disaster-related duties as assigned;

· Demonstrates regular attendance consistent with assigned schedule;

· Performs other related duties as assigned.

	
Required Knowledge, Skills and Abilities


· Comprehensive knowledge of all department operations and activities;

· Comprehensive knowledge of all department policies, procedures, programs, practices and protocols;

· Comprehensive knowledge of best practices within areas of responsibility;

· Comprehensive knowledge of laws, regulations, policies and procedures relating to areas of responsibility;

· Comprehensive knowledge of program development, planning, coordination and budgeting;

· Comprehensive knowledge of the principles and practices of leadership, employee motivation, development, training, supervision, performance evaluation and appropriate discipline;


· Comprehensive knowledge of fire science, including current fire suppression and firefighting techniques, including all related equipment;

· Comprehensive knowledge of the modern principles and practices of emergency rescue and emergency medical operations;

· Comprehensive knowledge of the geography of the Town and surrounding areas, including hydrant locations, the layout and location of public utilities and potentially hazardous materials and substances;

· Comprehensive knowledge of fire records systems, communications equipment and use, fire computer applications and fire reporting procedures;

· Comprehensive knowledge of all safety practices involved in fire suppression and emergency medical and rescue operations and activities;

· Comprehensive knowledge of hazardous materials at the operations level;

· Comprehensive knowledge of the theory of water flow, pump construction and hydraulics as applied to water delivery;

· Comprehensive knowledge of the operation, maintenance and repair of fire apparatus and related firefighting and emergency response equipment;

· Comprehensive knowledge of building construction principles and fire prevention codes; 

· Ability to effectively direct, lead, motivate, manage, and supervise others;

· Ability to provide calm and firm leadership and direction and to develop and implement effective strategies and priorities  in tense and stressful situations involving extreme danger and the potential for loss of human life;

· Ability to identify alternative courses of action and make firm decisions and recommendations;

· Ability to demonstrate skill in performing firefighting and emergency response duties and the use of all related equipment;

· Ability to compare and judge the readily observable functional, structural and compositional characteristics of data, people and things;

· Ability to make clear, concise and interesting verbal presentations to assigned personnel, supervisors and the general public;

· Ability to efficiently operate, maintain, and repair fire apparatus and other related equipment; 

· Ability to recognize potential hazards then select and utilize appropriate PPF;

· Ability to work under a variety of changing and potentially dangerous conditions, including extreme heights and temperatures, hazardous atmospheres with little visibility, toxic and hazardous materials, exposure to air and blood borne pathogens, and contagious diseases;

· Ability to maintain a level of physical strength, agility, and endurance as prescribed by the Department;

· Ability to work irregular hours as determined by the Department; 

· Ability to work within a command structure requiring strict adherence to the following of orders;

· Ability to communicate well with others, both orally and in writing, using both technical and non-technical language;

· Ability to understand and follow oral and/or written policies, procedures and instructions;

· Ability to prepare and present accurate and reliable reports containing findings and recommendations;

· Ability to operate a personal computer using standard or customized software applications  appropriate to assigned tasks;

· Ability to use logical and creative thought processes to develop solutions according to written specifications and/or oral instructions;

· Ability to perform a wide variety of duties and responsibilities with accuracy and speed under the pressure of time-sensitive deadlines;

· Ability and willingness to quickly learn and put to use new skills and knowledge brought about by rapidly changing information and/or technology; 

· Ability to establish and maintain effective, courteous, and tactful working relationships with supervisors, other Town employees, internal and external customers, and the general public;

· Integrity, ingenuity and inventiveness in the performance of assigned tasks.

	
Acceptable Experience and Training


· Bachelor's Degree in Fire Science or related field 
· Extensive experience (minimum 7 years) as Firefighter, Senior Firefighter, FAO, Lieutenant, Captain or Battalion Chief
· Any equivalent combination of experience and training which provides the knowledge, skills and abilities necessary to perform the work
· Some experience (minimum 1 year) as Assistant or Deputy Chief (additional education or experience at a lower rank cannot substitute for this requirement)
	
Required Special Qualifications


· Be in good physical health as determined by a medical examination
· Valid Driver's License and safe driving record
· Certification as Executive Fire Officer

· Certification as Interior Structural Firefighter

· NFA Incident Command System Certification

· Certification for Healthcare Provider CPR

· Emergency Vehicle Driver Training

	
Essential Physical Abilities


· Sufficient clarity of speech and hearing or other communication capabilities, with or without reasonable accommodation, which permits the employee to communicate effectively, including during emergency situations which may involve a high degree of noise;

· Sufficient vision or other powers of observation, with or without reasonable accommodation, which permits the employee to perform firefighting and emergency response duties and to supervise the work of others in emergency situations;

· Sufficient manual dexterity with or without reasonable accommodation, which permits the employee to operate all equipment and apparatus used in firefighting;

· Sufficient personal mobility and physical reflexes, with or without reasonable accommodation, which permits the employee to perform all duties involved in protecting lives and property, including maneuver hoses, and move heavy objects (at least 50 pounds), and to access confined spaces and extreme heights in a safe and efficient manner.
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