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	COUNTY OF DANE
DEPARTMENT OF ADMINISTRATION

EMPLOYEE RELATIONS DIVISION
210 Martin Luther King, Jr. Boulevard, Room 418 

Madison, Wisconsin 53703

Phone: 608/266-4125 ( Fax: 608/266-4409

Web Page:  http://www.countyofdane.com


	TRAVIS MYREN

Director of Administration
	                                                     SYLVIA THORNTON

                                                     Human Resources Manager                                            

	
	                                                     AMY UTZIG

                                                     Human Resources Manager


January 20, 2012

Dear Director of Emergency Management Applicant:

Thank you for your interest in this position.

The enclosed Achievement History Questionnaire is intended to give you an opportunity to describe your specific education, training and experience that would be relevant to this position.

The examination procedure will be as follows:

1) All competitors will be required to answer the questions and return them to our office along with the completed application form.  

2) An impartial review panel that knows the requirements of this position will be convened to evaluate and grade all responses to the questions.  Please answer questions completely; graders will not have access to your application or resume materials. 

3) Those applicants receiving the highest exam scores will be invited to participate further in the process.

The Achievement History Questionnaire allows the County to conduct a more thorough assessment of each candidate’s relevant qualifications.

The enclosed questions must be returned to the Employee Relations Office with your completed application form by the deadline date.  The mailing address is Dane County Employee Relations; Room 418, 210 Martin Luther King, Jr., Boulevard; Madison WI  53703.  All materials must be received no later than 4:30 p.m., on Friday, February 10, 2012.  Late application materials will not be accepted.  

If you have any recruitment related questions, please feel free to call me at (608) 266-4649.

SYLVIA THORNTON

HUMAN RESOURCES MANAGER

Enc.

DANE COUNTY

DIRECTOR OF EMERGENCY MANAGEMENT

	Print or Type Your Name:
	


Instructions:  Please insert your name above and answer the attached four questions in a concise and well-organized manner, attaching your responses to these pages.  For your answers to be considered, you must also sign the certification provided below. In your answers, please provide specific relevant responses, including any information that may duplicate what you provided with your application for this position.  It is important that each of your responses provide applicable or pertinent identifying information, such as job titles, employer names, specific time periods, etc.  Since being able to effectively communicate in writing is an important element of this position, your writing ability will also be evaluated. Typewritten responses are required.

CERTIFICATE

I certify that I prepared my responses without assistance other than typing.  (If you are successful in reaching the employment selection interview stage, you will be asked background questions regarding one or more of your responses to this examination.)  I further certify that to the best of my knowledge, the experience and/or training I specified in my attached responses are true and correct, and can be independently verified.  I understand that any falsification of this certificate can be grounds for removal from the eligibles list or discharge from County Service.

	
	
	

	Your Signature
	Date Signed


DANE COUNTY

EMERGENCY MANAGEMENT

DIRECTOR OF EMERGENCY MANAGEMENT

ACHIEVEMENT HISTORY QUESTIONNAIRE

Question One

The Director is responsible for the overall organization, direction, operation, and administration of the county’s emergency management program.  Please describe your role and responsibilities in the areas of Emergency and Disaster Preparedness and Response, Disaster Recovery and Hazard Mitigation.  Describe your leadership role and any accomplishments you brought to the organization.  Using a specific example, please describe how would you rate the preparedness and responsiveness of your organization when a disaster struck and any lessons learned from the experience.  

Question Two

In managing programs, this position must conduct strategic planning and program evaluation.  Please describe your training and experience in conducting strategic planning and program evaluation and how you have successfully used those tools to establish priorities, goals and objectives.  

Question Three

This position has responsibility for administering all aspects of the Department of Emergency Management including a variety of grants and grant funded initiatives.  Please describe your experience in budget development and management, personnel management, and grant administration.  Please describe any specific achievements in one or more of these areas.  

Question Four

The Director routinely interacts with emergency response personnel from different jurisdictions, other county departments, elected officials, the media, representatives from the private sector, civic and professional organizations, and other community based organizations regarding emergency management programs.  The Director is also responsible for coordinating emergency response activities in partnership with these organizations and for developing coordinated public information plans during crucial events. Please describe your approach to a coordinated emergency response involving multiple jurisdictions that relies on partnerships to promote public safety and rapid recovery.  

