DANE COUNTY


POSITION DESCRIPTION

 FORMCHECKBOX 
Vacancy/New Hire
     
 FORMCHECKBOX 
Audit Request

 FORMCHECKBOX 
 PD Update


Date: 11-14-11

    
Position No. 704      

Dept. No. 396 


__________________________________________________________________
1.
NAME OF EMPLOYEE: 

2.
DEPARTMENT/DIVISION: Emergency Management
3.
WORK ADDRESS: 115 W Doty Street, Madison WI 53703
4.
CLASSIFICATION OF POSITION: Director of Emergency Management; MC

5. 
NAME AND CLASS OF FORMER INCUMBENT: Kathy Krusiec, Director of Emergency Management
6. 
NAME/CLASS OF FIRST LINE SUPERVISOR: County Executive; ME    

7.
APPROXIMATE DATES EMPLOYEE HAS BEEN PERFORMING WORK DESCRIBED BELOW:  


N/A

8.
DOES THIS POSITION SUPERVISE EMPLOYEES IN PERMANENT   POSITIONS?

 FORMCHECKBOX 
Yes     FORMCHECKBOX 
No

9. SUPERVISION RECEIVED: Limited
10. SUPERVISORY RESPONSIBILITIES: This position has direct supervisory responsibilities for management and professional staff and indirect supervisory responsibility for professional, paraprofessional, and support staff.
11.
                                                                                         


Employee Signature




Date

12.
                                                                                          

Supervisor Signature




Date

13.
                                                                                          

ERD Staff Signature




Date

POSITION SUMMARY: Under the general direction of the County Executive, with policy direction from the County Board, this position leads the Dane County Department of Emergency Management.  The director is responsible for overall organization, direction, operation, administration, and improvement of the county’s emergency management program.  The director serves as the County’s designated head of emergency management in accordance with Section 323.14(2) of Wisconsin Statutes.  The director is also responsible for assigning, supervising and evaluating the work of subordinate management, professional, and clerical support staff within the Department and for facilitating cooperative efforts among County departments and other public safety agencies throughout the County.
FUNCTIONS 
FUNCTION A -  30%: Emergency and Disaster Preparedness.





WORKER ACTIVITY 

A1: 
Develop and maintain the county’s Emergency Operations Plan and Emergency Support Functions, and support annexes.

A2:
Develop and maintain the county’s Emergency Operations Center.

A3:
Develop, maintain, and implement improvements to all aspects of the county’s emergency warning and notification system.

A4:
Plan, direct, and train, and schedule training for emergency personnel including personnel from other county departments and local government representatives in disaster and emergency response and recovery operations.

A5:
Organize regular disaster exercises to test county and local emergency response plans and procedures.

A6:
Develop and maintain mutual aid agreements, contracts, and memoranda of understanding with public and private sector.

A7:
Develop and maintain the department’s Continuity of Operations Plan and assist other County departments in developing and updating their own plans.

A8:
Maintain liaison with local jurisdictions, state agencies, and other emergency response partners.

A9:
Recruit, organize, train, and exercise Medical Reserve Corps and other volunteers to provide and augment special services in time of emergency.

A10:
Encourage and promote emergency preparedness for the general public and people with special needs through regular contact with elected officials, agency heads, media, business and industry, civic and professional organizations, schools, and community-based and faith-based organizations.

A11:
Facilitate City of Madison and Metro Area Metropolitan Medical Response System (MMRS) to enhance and expand capabilities to respond to a major incident. 

FUNCTION B -  10%: Emergency and Disaster Response.


WORKER ACTIVITY
B1: 
Establish and maintain a 24/7departmental Duty Officer program.

B2:
Maintain situational awareness through routine event monitoring and contact with response partners and establish and maintain real time information exchange with the County’s 911 Center.

B3:
Ensure warning, notification, and emergency instructions are provided to the public, serve as back-up warning point.

B4:
Establish, activate, manage, and administer county Emergency Operations Center.

B5:
Maintain liaison with affected local jurisdictions to coordinate response.

B6:
Coordinate county response and the provision of county services.

B7:
Coordinate declarations of county and local state of emergency.

FUNCTION C -  15%: Disaster Recovery.

WORKER ACTIVITY
C1: 
Develop, maintain, and implement a coordinated damage assessment program.

C2:
Prepare and submit damage and impact reports to the state and federal government.

C3:
Serve as county liaison to manage federal Individual and Household Assistance and Public Assistance programs.

C4:
Establish long-term recovery committee

C5:
Establish process to receive and distribute donated goods and funds.

C6:
Maintain liaison with volunteer, faith-based, and community-based organizations providing serves to affected residents.

C7: 
Coordinate cost recovery process for County and municipal agencies seeking reimbursement for appropriate expenses.

FUNCTION D -  10%: Hazard Mitigation.
WORKER ACTIVITY
D1: 
Conduct and maintain the county hazard vulnerability assessment.

D2:
Prepare and maintain the county hazard mitigation strategies, goals, and objectives.

D3:
Prepare and maintain the county-level hazard mitigation plan.

D4:
Facilitate annual plan review.

D5:
Facilitate plan update a minimum of every five years.

D6:
Coordinate with local jurisdictions to develop local annexes to the county plan.

D7:
Assure plan compliance with state and federal requirements.

D8:
Track project funding opportunities and apply for grants as they become available.

D9:
Manage projects and project grants when projects are funded. 

FUNCTION E -  20%: Administration. 

WORKER ACTIVITY 

E1: 
Develop annual departmental budget request.

E2:
Track expenditures and revenue to assure budget compliance.

E3:
Direct and oversee program development and implementation in the department’s three divisions: Emergency Planning, Emergency Medical Services, and Hazardous Materials Planning.

E4:
Administer workers compensation and ambulance insurance programs for participating Dane County EMS districts.

E5:
Administer purchase of services agreements including siren repair and maintenance, EMS medical direction, county-wide Level B hazardous materials response, and others as they arise.

E6:
Prepare and administer capital improvement projects for warning system components, departmental communications equipment, Emergency Operations Center facility and equipment, and other departmental assets. 

E7:
Prepare grant applications for special projects and equipment purchases.

E8:
Track grant project performance, expenses, and revenue.

E9:
Prepare reports as required by grant guidelines

E10:
Review and authorize timecards and payroll documents.

E11:
Review and authorize purchase orders, and payment of invoices.

E12:
Draft and review resolutions to the county board, represent the department at county board committee and general meetings.

E13:
Address other administrative and policy issues as they arise.

FUNCTION F -  15%: Employee Supervision.

WORKER ACTIVITY
F1: 
Establish departmental policies and procedures

F2: 
Plan, prioritize and assign work of professional staff.

F3:
Perform employee evaluations

F4:
Assure conformance with department goals, objectives, and professional standards.

F5:
Oversee and participate in a full range of staff management functions.

F6:
Conduct routine staff meetings and information sharing functions.

POSITION REQUIREMENTS

Education and experience: Any combination of training and experience equivalent to a bachelor’s degree in emergency management, public administration, urban planning, or related field and five years of professional experience.  Prefer supervisory experience in emergency management at the county or state level with Wisconsin emergency management certification or the ability to achieve certification within two years of hire.    
KNOWLEDGE, SKILLS AND ABILITIES:
Knowledge of administrative practices and procedures required for the management of a county department.  Knowledge of the structure, functions, and interrelationships of local, county, state and federal governments.  Knowledge of the methods of organization, planning, management, and supervision.  Knowledge of the background and objectives of the Federal, State, County, and Local Emergency Management programs.  Knowledge of the principles and practices of current emergency planning, training and management.  Knowledge of the principles and practices of leadership, motivation, team building and conflict resolution.  Knowledge of the principles and practices of business correspondence and report writing.  Knowledge of principles and practices of policy development and implementation.  Ability to supervise and develop employees: plan, direct, coach, counsel, mentor, delegate, discipline, train, and evaluate.  Ability to evaluate situations and exercise good judgment in making decisions.  Ability to effectively work with local, county, and state local elected and appointed officials.  Ability to analyze problems, identify alternative solutions, project consequences of proposed actions and implement recommendations in support of goals.  Ability to work with various cultural and ethnic groups in a tactful and effective manner.  Ability to communicate clearly and concisely, both orally and in writing. 

PHYSICAL DEMANDS: Typical office environment related activities.

WORK ENVIRONMENT:
Typical office environment.  Requires travel for off-site meetings, training , and conferences.  Must have a valid Wisconsin driver’s license.  Serves periodically as the Emergency Management Duty Officer during non-duty hours.  Must be available nights, weekends, and holidays for emergency response. 
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