
NEWAYGO AREA FIRE DEPARTMENT CHIEF JOB DESCRIPTION

I. Fire Chief Appointment

The Fire Chief shall be appointed by the Newaygo Area Fire District Administration
Board.

II. Nature of Work

Performs highly responsible supervisory and administrative work in planning,

organizing and directing all activities of the Newaygo Area Fire Department. Work

involves responsibility for the administration and coordination of all Newaygo Area

Fire Department activities and establishment of departmental policies, procedures,

and regulations including those pertaining to fire fighting and fire prevention

operating standards within the limitation of laws, regulations, ordinances and

policies from higher authority. Work is performed under administrative direction of

the Newaygo Area Fire District Administration Board and is reviewed primarily in

the broad interest of insuring fire safety and prevention for the protection area.

III. Essential Duties & Responsibilities

An employee in this position may be called upon to do any or all of the following

essential duties: (These examples do not include all of the duties which the

employee may be expected to perform.)

1. Plan and supervise the operation of the Newaygo Area Fire Department,

coordinating all functions and activities.

2. Develop long-term plans for improving and maintaining effective operations.

3. Recommend Board level policies to maintain effective controls for enforcing

laws and ordinances, and to promote and insure better public safety from fire.

4. Prepares and administers the department budget in line with Board directives.

5. Develops and enforces department level policies and procedures.

6. Coordinates fire department activities with other governmental units and

departments.

7. Issue orders to subordinate officers and firefighters for execution.

8. Supervise the assignment of personnel and equipment and the requisitioning

of materials, supplies and equipment.

9. Prepare correspondence, records and reports.

10.Supervise the maintenance, repair and replacement of firefighting equipment,

facilities and apparatus of the Newaygo Area Fire Department.

11.Direct programs on fire prevention, including inspection, investigation and the

enforcement of Federal, State and local laws.

12.Respond and take/or assure, a command level response to fire alarms with the

ability to take command and direct operations at the scene of department

responses.



13.Ensures that the National Incident Management (NIMS) system is used at all

emergency operations.

14.Make appearances before citizen groups to explain policies and activities of

the department, and other matters of public concern.

15.Direct investigations into the causes of fires.

16.Evaluate work performance of departmental personnel and make

recommendations for personnel actions.

17.Recommend policies and actions to the Newaygo Area Fire District

Administration Board and confer regarding various practices and procedures.

18.Plan and oversee the recruitment and training of departmental personnel.

19.Makes and reviews all personnel assignments within the department.

20.Makes recommendations for the appointment, promotion and dismissal of fire

department personnel to the Newaygo Area Fire District Administration Board.

21.Maintains professional development by attending meetings, conferences and

seminars, etc.

22.Assure the proper training of department personnel.

23.Authorizes the release of information to the press.

24.Coordinates Planned Emergency Preparedness with appropriate Governing

Authority.

25.Attend meetings as assigned.
26.Perform related work as required.

IV. QUALIFICATIONS AND KNOWLEDGE, SKILLS AND ABILITIES FOR
EMPLOYMENT

All of the following functions, qualifications, knowledge, skills, abilities (KSA's)

and duties are essential. An employee in this class, upon appointment, should

have the equivalent of the following:

Thorough knowledge of firefighting/rescue/EMS strategy and tactics.

Ability to plan, assign and coordinate the work of a group of employees engaged

in fire prevention, fire control, ordinance enforcement and building

inspection activities.

Thorough knowledge of the National Incident Command

System

Considerable knowledge of fire administration.

Ability to prepare and maintain department budget.

Display problem solving ability.

Develop and produce reports of activities.

Ability to maintain discipline, to lead and command personnel effectively under

emergency firefighting conditions.

Physically active.

Initiative and resourcefulness in solving problems.

Ability to work effectively with government officials, and the general public.
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Ability to work effectively under stress.

Possess skill in operating modern office computer equipment and software.

Possession of a High school diploma or GED equivalent.

Five years of experience in the fire service including experience in emergency

operations command.

Extensive experience in firefighting work of a progressively responsible nature.

Attainment of Federal NIMS requirements.

Fire Officer III State certification

Maintain valid Michigan driver’s license with good driving record.

Completion of FFTC driver’s course.

State of Michigan Firefighter II certified.

State of Michigan certified Fire Instructor preferred.

Excellent oral and written communications skills.
Medical First Responder or higher level of medical certification, or able to

complete medical first responder certification within 12months of hire date

V. Essential Job Tasks and Descriptions.

The types and levels of emergency services provided by the fire

department, together with a consideration of the structures and occupancies

and the employee’s assigned position within the fire department shall dictate

the essential job tasks of fire department members. These essential job

tasks shall reflect the physical, physiological, intellectual, and psychological

demands of the occupation as well as assist in determining the medical

requirements for all firefighters.

1. Performing fire-fighting tasks (e.g., hose line operations, extensive crawling,

lifting and carrying heavy objects, ventilating roofs or walls using power or

hand tools, forcible entry), rescue operations, and other emergency response

actions under stressful conditions while wearing personal protective

ensembles (PPE) and self-contained breathing apparatus (SCBA), including

working in extremely hot or cold environments for prolonged time periods.

2. Wearing an SCBA, which includes a demand valve-type positive pressure

facepiece or HEPA filter masks, which requires the ability to tolerate increased

respiratory workloads.

3. Exposure to toxic fumes, irritants, particulates, biological (infectious) and

nonbiological hazards, and/or heated gases, despite the use of PPE including

SCBA.

4. The climbing of 1 or more flights of stairs while wearing fire protective

ensemble weighing at least 50 lb or more and carrying equipment/tools

weighing an additional 20 to 40 lb.

5. Wearing fire protective ensemble that is encapsulating and insulated. Wearing

this clothing will result in significant fluid loss that frequently progresses to

clinical dehydration and can elevate core temperature to levels exceeding

102.2˚F (39˚C). 
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6. Searching, finding, and rescue-dragging or carrying victims ranging from

newborns up to adults weighing over 200 lb to safety despite hazardous

conditions and low visibility.

7. Advancing water-filled hoselines up to 2.5 in. in diameter from fire apparatus to

occupancy (approximately 150 ft); can involve negotiating multiple flights of

stairs, ladders, and other obstacles.

8. Climbing ladders, operating from heights, walking or crawling in the dark along

narrow and uneven surfaces, and operating in proximity to electrical power

lines and/or other hazards.

9. Unpredictable emergency requirements for prolonged periods of extreme

physical exertion without benefit of warm-up, scheduled rest periods of

extreme physical exertion without benefit of warm-up, scheduled rest periods,

meals, access to medication(s), or hydration.

10.Operating fire apparatus or other vehicles in an emergency mode with

emergency lights and sirens.

11.Critical, time-sensitive, complex problem solving during physical exertion in

stressful, hazardous environments (including hot, dark, tightly enclosed

spaces), further aggravated by fatigue, flashing lights, sirens and other

distractions.

12.Ability to communicate (give and comprehend verbal orders) while wearing

PPE and SCBA under conditions of high background noise, poor visibility,

and drenching from hoselines and/or fixed protection systems (sprinklers).

13.Functioning as an integral component of a team, where sudden incapacitation

of a member can result in mission failure or in risk of injury or death to civilians

or other team members (e.g., two in, two out as described in NFPA 1500).

Any additional duties, not specifically listed above, as may be required of

members of specialized teams such as hazardous materials units, self-

contained underwater breathing apparatus (SCUBA) teams, Technical

Rescue Teams, EMS teams, or units supporting tactical law enforcement

operations. These tasks shall require members to wear or utilize specialized

PPE that can increase weight, environmental isolation, sensory deprivation,

and/or dehydration potential above levels experienced with standard fire

suppression PPE. They also can include additional medical and/or physical

requirements in addition to those identified here.

AUTHORIZED BY: The Newaygo Area Fire District Administration Board
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