JOB DESCRIPTION

DEPARTMENT:
FIRE MARSHAL
POSITION: 

FIRE MARSHAL/EMERGENCY MANAGEMENT COORDINATOR
REPORTS TO:
TOWNSHIP MANAGER
SUPERVISES:
FIRE INSPECTORS & ADMINISTRATIVE ASSISTANT
CLASSIFICATION:
NON-UNION, EXEMPT
JOB DESCRIPTION:  
The Fire Marshal is responsible for the coordination and implementation of any and all fire code enforcement activities of the Township, including inspections, review of building plans, investigations and other activities in accordance with the State of Pa. and as determined under this job description He/she must exercise discretion, sound judgment and initiative while being committed to the organizational values and providing on target customer service and positive community relations. The Emergency Management Coordinator is responsible for the coordination and implementation of any and all emergency operations. The position also includes any other activities as determined under this job description. This includes the coordination of all resources needed to handle the incident or event to bring it to a successful conclusion.  Individual is to be a positive reflection and representative of the township leadership team with a high level of ethics and integrity.
ESSENTIAL DUTIES:                                                   
1. Conducts inspections of commercial, industrial and residential building to insure compliance with fire and safety codes and regulations: and makes appropriate referral to other Township departments concerning violations of building or maintenance codes as revealed during such inspections in accordance with the state of Pa.-UCC

2. Reviews building and fire suppression system plans to assure the construction of safe and code-conforming buildings, fire suppression systems and fire alarms systems.

3. Assures compliance with a variety of fire prevention laws, ordinances and codes.
4. Work with the Building Inspector on pre-occupancy inspections as they relate to fire code requirements.

5. Prepares and maintains variety of records and reports related to fire inspections, code requirements, permits and training. 

6. Conducts investigation of causes of incendiary and arson cases and determines origin and cause of fire.
7. Oversee all operations and administration of emergency services except Police Department
8. Prepares incident response and fire investigation reports.
9. Promotes fire prevention activities through public education activity.

10. Coordinates and participates in pre-incident information gathering, including providing assistance to property owners in development of fire safety procedures. 

11. Prepares Quarterly and Annual reports of Fire Inspections, enforcement activities, fire code violations and incident response.

12. Responds to fire calls to augment and assist the volunteer fire company manpower needs. The manpower needs are greater during the day time hours.

13. Attend Township staff meetings; prepare annual budgets; maintain an office and all required records in accordance with standard office practices.

14. Submit suggested code or ordinance revisions as seem appropriate, assist the Township in the prosecution of violations and arson.

15. Act as incident commander during emergencies. Commands and coordinates with other Command Staff. Provide an action plan for the incident of event.

16. Supervise the activities of office staff and fire inspectors. This includes the planning, training and direction of all their job responsibilities.
17. Performs related duties as assigned
REQUIRED SKILLS, KNOWLEDGE, AND ABILITIES: 
1. Must be able to assume full responsibility for coordination of activities during emergency management situations. 

2. Must be able to work with all people and organizations needed during emergencies.

3. Must maintain, update, coordinate, disseminate and use the information contained in the emergency management manual.

4. Must maintain managerial control under potentially stressful conditions.

5. Must work cooperatively with superiors, subordinates and peers.

6. Must exercise a high degree of self-discipline
7. Strong professional ethics and management skills
8. Must be able to communicate orally in the English language with the public in a one-to-one or group setting.

9. Must produce written documents in the English language with clearly organized thoughts with proper sentence construction, punctuation and grammar.

10. Must possess a valid driver’s license from the State of Pa.

11. Must have knowledge of the operation of Fire Department equipment and apparatus.

12. Must have the ability to learn and observe proper safety precautions.

13. Must be able to perform the essential functions of the position

14. Must have the computer skills necessary to electronically track fire inspections, incidents and investigative data.

15. Must have computer skills with MS Word, Excel, Etc.
16.  Able to drive Fire Marshal's vehicle, with frequent entering and exiting the vehicle.

17.  Ability to climb ladders and stairs, stooping, kneeling, and crawling on uneven and potentially dangerous surfaces.
REQUIRED EDUCATION:  

1. Must have a high school diploma or equivalent (GED); Associate’s degree from accredited college or university in Fire Science is preferred, but not a requirement   
SPECIAL REQUIREMENTS:  
1. Must have 7 years or more command experience within the emergency services  
2. Must have Firefighter 1 & Firefighter 2 certification
3. Must have Fire Inspector 1 certification
4. Must have Uniform Construction Code Fire Inspector License from Pennsylvania Department of Labor
5. Must have plan examiner certification
6. Minimum  CPR/AED First Responder certification
7. Must have emergency vehicle operation certification
8. Must have National Incident Management System certifications – 100,200,300,400,700,800.
9. Must have fire investigation certification

10. Must be certified as a fire explosion investigator and vehicle fire investigator by either the National Association of Fire Investigators or the International Association of Arson Investigators.
11. Must have Pennsylvania Emergency Management Agency Basic and Advanced Certification
Salary range: $75,000 - $105,000 depending on qualifications and experience; excellent benefit package 
