Emergency Management Director (EMC) 
Title:   Emergency Management Director
Rate/Level: 
Salary Range:  $ 0



Status:   Volunteer
Approved: 2/11/2010



Last Revised: 2/11/10
Purpose:

Coordinates and directs the planning, organization, control, and implementation of Konawa emergency management activities. The EMC is appointed by the Mayor for a 2 year period with no maximum number of years allowed to serve in position. 

Duties, Functions and Responsibilities:

1. Coordinates with community officials, city officials and with the Oklahoma Department of Emergency Management (ODEM) as necessary to ensure the effective administration of the emergency management program. 

2. Develops a severe storm spotter’s network, designed to provide advanced/early warning of impending severe weather threats to the community by working with the Konawa Volunteer Fire Department. 

3. Establishes and maintains emergency management policies and communication procedures for all Konawa employees and volunteers. 

4. Coordinates, develops, and implements the Emergency Operations Plan (EOP) for Konawa. Updates the EOP at least annually. 

5. Prepares and submits an annual budget request and manages the administration of the approved emergency management portion of the approved budget. In the event Konawa is awarded Federal financial assistance, as a sub-grant recipient of funds made available through ODEM, the EMC will ensure the proper completion of Federal funding documents and levied requirements as agreed upon between the State and Konawa in exchange for the receipt of such funds (including the submission of quarterly reports to ODEM, required attendance to training classes, meetings, conferences/workshops). 

6. Prepares and distributes disaster preparedness material to the citizens of Konawa, with the intent of offering an appropriate means of educating the community as to how they may prepare for and protect themselves from the consequences of such potentially dangerous disasters. 

7. Participates in county, regional or state wide trainings, moc events and meetings representing Konawa and obtaining the latest information to assist our citizens. 
8. Coordinates all educational courses relating to disaster management as well as NIMS issues.

9. Coordinates the development and implementation of a Disaster Preparedness and Training program for Konawa employees and volunteers, specifically for the purpose of educating each on respective responsibilities during an emergency. 

10. Stays current on budget issues in order to coordinate the actions and uses of Konawa assets during exercises or actual emergency situations in a financially responsible manner.

Knowledge, Skills, and Abilities:

Must possess required knowledge, skills, abilities and experience and be able to explain and demonstrate, with or

without reasonable accommodations, that the essential functions of the job can be performed.

Knowledge of: 

· The principles and practices of public administration and government organization. 

· The principles, methods, and practices of municipal budgeting and finance. 

· Federal and state grant application processes and sound fiscal administration of grants. 

· Principles and practices of local emergency management. 

Ability to: 

· Integrate and apply the concepts of comprehensive emergency management (mitigation, preparedness, response and recovery) into the City's disaster programs. 

· Identify and analyze the effects of hazards that threaten the City. 

· Secure technical and financial assistance available through state and federal programs and grants. 

· Develop and maintain working relationships with private, military, local, state and federal officials in order to keep up-to-date on current issues facing the emergency management community. 

· Gather pertinent facts, make thorough analyses, and arrive at sound conclusions. 

· Work cooperatively with other City employees, representatives from state and local governments, and the public. 

· Communicate effectively both in written form and orally in a face-to-face one-on-one setting, in group settings, or using a telephone. 

· Observe, compare, or monitor data included in management reports to determine compliance with procedures. 

· Work safely without presenting a direct threat to self or others. 

Additional Requirements: 

· This position requires the use of personal or City vehicles on City business. Individuals must be physically capable of operating the vehicles safely, possess a valid driver's license, and have an acceptable driving record. Use of a personal vehicle for City business will be prohibited if the employee is not authorized to drive a City vehicle or if the employee does not have personal insurance coverage. 

· Must complete the required NIMS courses within first year and other training as directed. 

Minimum Qualifications:

· Five years of responsible experience which sufficiently meet the minimum requirements. 

Licenses and Certifications Required:

· Valid Oklahoma Drivers License

· Must complete the required NIMS courses within first year and other training as directed.
This description is intended to indicate the kinds of tasks and levels of work difficulty required of the position given this title and shall not be construed as declaring what the specific duties and responsibilities of any particular position shall be. It is not intended to limit or in any way modify the right of management to assign, direct and control the work of employees under supervision. The listing of duties and responsibilities shall not be held to exclude other duties not mentioned that are of similar kind or level of difficulty.
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