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POSITION SUMMARY
The Prevention & Fuels Coordinator provides coordination and implementation of the District’s wildfire fuels reduction and Community Risk Reduction (CRR) programs. This position assists in the planning, management, service delivery, instruction and coordination of personnel, equipment, and resources to accomplish the fuels reduction efforts of the District. This includes defensible space, vegetation management, contractor coordination, and public outreach. 
This position also supports the District’s fire and life safety initiatives, conducting fire and life safety code enforcement inspections and construction plan reviews. Responsible for developing and presenting fire safety education programs and participates in public outreach. May occasionally perform firefighting and/or other emergency scene activities. All work is performed in accordance with District guidelines and policies. 
SUPERVISION RECEIVED
The Prevention & Fuels Coordinator functions within the normal chain of command under the direct supervision of either the Fire Chief or their designee. If licensed as an Emergency Medical Technician (EMT), this position is accountable to the District’s designated physician supervisor when performing the duties of an EMT. 
SUPERVISION EXERCISED
The Prevention & Fuels Coordinator supervises and directs the activities of assigned Fuels Reduction Specialists, seasonal personnel, contractors, and equipment operators. Supervision is exercised in accordance with District policies, regulations, and guidelines. The highest licensed EMT directs patient care in emergency situations.
PRINCIPAL DUTIES & RESPONSIBILITIES
The following list describes a majority of the principal duties and responsibilities of this position.
· Creates and supervises activities toward reducing fire risk around homes including along access and egress routes, creating defensible space fire areas, promotes fire prevention and wildfire home hardening practices. 
· Conducts and supervises home wildfire risk assessments and writes prescriptive work plans for property owners. 
· Functions as the first line supervisor for assigned personnel and contractors. Enforces District rules, regulations, and procedures and provides input for performance appraisals. Coaches assigned personnel and contributes to skill development and mental and physical readiness of assigned resources. 
· Completes and maintains reports, work records and necessary personnel forms. Establishes and maintains cooperative relationships with partner agencies, landowners, and regulatory agencies. 
· Conducts limited complexity low and moderate hazard fire/life safety inspections.
· Follows up on engine company referrals and citizen complaints.
· Develops, implements, and participates in public relations and education programs, conducts presentations for various public groups. 
· Maintains program data, reporting, and grant documentation within the District’s records management software.
· Coordinates with partner agencies and community organizations on fire prevention and community development and fire prevention issues.
PRINCIPAL DUTIES & RESPONSIBILITIES CONTINUED
· Provides input on site plans related to fire access, water supply, and defensible space.
· Ensures compliance with safety standards, policies, and regulations.
· Participates in structural and wildland firefighting consistent with training and certifications.
· Attend training sessions, professional seminars, and other related career development opportunities related to the professional aspects of the position, which includes Emergency Medical Technician. 
· Attend regularly scheduled monthly meetings, such as but not limited to staff and operations meetings.
KNOWLEDGE 
· District rules, regulations, procedures, and other regulations related to fire protection.
· Basic principles of fire inspection, investigation, and public education. 
· Emergency medical scene control and management consistent with qualifications. 
· Basic supervision and disciplinary skills.
· District computer systems and records management systems. 
SKILLS AND ABILITIES
· Ability to manage projects, prioritize work, and operate independently. 
· Drive and operate a variety of District vehicles and equipment.
· Read and understand written material and technical instructions. 
· Follow oral and written directions.
· Meet and interact effectively with people of all ages and backgrounds.
· Lead and direct others; conduct performance appraisals. 
· Function as a member of a team; maintain effective discipline and morale.
· Type and use computer systems and programs; prepare reports, forms, and records. 
· Work in close harmony with other District personnel.
VALUES AND GUIDING PRINCIPLES
All members of the District are required to demonstrate positive values to be an effective member of the organization. Members must be able to demonstrate the following:
Honesty and Integrity:  Demonstrates fairness; is straightforward, sincere, truthful, ethical, and trustworthy. 
Teamwork:  Demonstrates a helpful and respectful demeanor with colleagues and subordinates; receptive to the sharing of differing ideas and opinions. 
Professionalism:  Displays confidence in self and encourages others; is open, loyal, trustworthy, and patient; holds a high degree of personal accountability and takes pride in work; committed to quality, growth, and learning. 
Health and Safety:  Displays and maintains physical and mental well-being and watches out for all members’ safety. 




WORK ENVIRONMENT
Work involves indoor and outdoor activities in a general station and office environment, residential settings, and occasional emergency scene exposure. Noise exposure and hot/cold environments will need to be tolerated within the functions of this position as well as driving in inclement weather. Work will occur in various locations throughout the District and often in uneven terrain. The work schedule is 40 hours per week; some evening and weekend work may be required as well as attendance at meetings and field and classroom training. 
PHYSICAL AND MENTAL JOB REQUIREMENTS
To perform the job successfully, an individual must be able to perform each of the Principal Duties and Responsibilities satisfactorily. This position involves extended periods of sitting, standing, walking, crouching, bending, stooping, twisting, turning, climbing and balancing, regular limb extension, pinching and grasping, moving, lifting and carrying objects that will require exerting up to 100 pounds of force occasionally, and/or up to 50 pounds of force frequently, and/or up to 20 pounds of force constantly, as well as keyboard typing, talking and listening both in person and over the phone, and driving/operating a wide array of motorized vehicles and equipment in all conditions.  The sensory requirements for this position include vision, hearing, and touch. The individual in this position must frequently exercise using good judgment and be able to work with minimal supervision. This position requires the use of proper personal protective equipment. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the principal duties and responsibilities. This position requires the physical and mental capabilities to read information printed on paper and displayed on computer monitors, hear, speak, and communicate verbally using the English language, cognitive thinking and mathematical calculation capabilities, manual dexterity to manipulate maintenance equipment, and specialty lift and transport vehicles. The person must promote safe working practices and support an environment of mental and physical well-being.
MINIMUM QUALIFICATIONS
All certifications and/or licenses must be valid
· Graduation from high school or GED equivalent
· Oregon driver’s license
· NIMS IS-100, IS-200, IS-700, IS-800
· NWCG Firefighter Type 2
· AHA CPR/BLS for Healthcare Providers (within 6 months of hire)
· Department of Oregon State Fire Marshal Life Safety Inspector I (within 12 months of hire)
· NFPA Fire and Life Safety Educator I (within 12 months of hire)
DESIRABLE QUALIFICATIONS
· NWCG Firefighter Type 1, Crew Boss (CRWB), or Engine Boss (ENGB)
· NFPA Firefighter I or Firefighter II
· NFPA Driver, Wildland, Mobile Water, or Pumper Operator
· Licensed as an Oregon Emergency Medical Responder or higher
· NFPA Fire Inspector I, II, or III
· NFPA Fire and Life Safety Educator II or III
DISCLAIMER
This job description has been designed to indicate the general nature and level of work performed by members within this classification, which may change as business needs arise. It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities and qualifications required of members assigned to the job. 
CLASSIFICATION AND BARGAINING STATUS
FLSA STATUS:			Non-Exempt
BARGAINING UNIT:		No
PERS Job Type:		General Service
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