4.22 DISTRICT RECRUITMENT AND RETENTION COORDINATOR (adopted 7/23)

4.22.1 POSITION SUMMARY:  The Recruitment and Retention Coordinator (RRC) is responsible for recruiting and retaining volunteers/students for the fire district.

4.22.2 SUPERVISION RECEIVED (Rev 11/24) This individual operates within the normal chain of command under the direct supervision of the Administration Chief.

4.22.3 SUPERVISION EXERCISED May be required to direct volunteers of any rank, student firefighters, interns and/or other support personnel as required as it relates to the recruitment and retention program, however the position is a non-supervisory position.

4.22.4 PRINCIPAL DUTIES & RESPONSIBILITIES:  
	The RRC has the primary task of volunteer/student recruitment and retention and associated program management.
	
A. Performs administrative and technical work recruiting and retaining candidates for volunteer and student positions with the fire district, with an emphasis on firefighters.
B. Develops and implements plans, projects, and programs designed to solicit new volunteers, retain current volunteers and to ensure the sustainability and growth of the fire districts’ volunteer work force.
C. Develops and provides informational programs at community job fairs, media outlets, web-based sources, social media, and school work programs.
D. Acts as a point of contact for recruits, assisting them with the onboarding process.
E. Develop and maintain a volunteer handbook which lays out the expectations and requirements of the various volunteer positions within the fire district.
F. Assists with the development of policies and procedures related to the volunteer work force.
G. Recruits and maintains a roster of net +5 volunteer firefighters each year. 
H. Works to maintain a full student roster.
I. Pursues opportunities for external support of recruitment and retention programs, including grants and partnerships, and ensures compliance with requirements of grant awards and other support.
J. Participates in the training committee to assure the training and education needs of the volunteers are being met.
K. Prepares regular reports for the Board of Directors and grants programs.

4.22.5 SECONDARY DUTIES & RESPONSIBILITIES:	
The RRC may be directed to perform other duties and responsibilities as situations arise. The RRC shall possess a working knowledge and understanding of the organization’s procedures and policies, rules and regulations, and functional operation of the Fire District. Must have the ability to accurately follow instructions as issued and to complete tasks with a minimum amount of direction and/or supervision. Shall function in a courteous and cooperative manner with the general public and Fire District personnel; and have the ability to communicate calmly and effectively both verbally and in writing. He/she must possess the ability to adapt and master new skills and techniques as the job requires.









4.22.6 SKILLS
A. Minimum Required:
i. Must possess excellent communication skills, and have experience with basic office equipment, Microsoft Office products, social media, and uploading of basic website content. 
ii. Must possess/maintain a valid Healthcare provider CPR certification within 6 months of hire and throughout employment with the fire district.
iii. Must have a valid Oregon driver’s license within 60 days of hire and be insurable by the fire districts’ insurance carrier. 
iv. Must have the ability to lift at least 25 lbs.
v. Graduation from high school or equivalent GED is acceptable; should have some college level education.
vi. Knowledge of personal computers and related software application.

B. Additional Desired:
i. He/she becomes certified as a Fire and Life Safety Educator and as a Public Information Officer.
ii. [bookmark: _GoBack]Graphic design/layout experience.
