EMERGENCY PLANNING COORDINATOR
DEFINITION

Under general supervision, this grant-funded project position will focus on emergency and disaster preparedness for people with special needs, with particular emphasis on evacuation planning.  The project has three primary goals, 1) establish a special needs appendix to the county’s emergency operations plan, 2) establish strategic and operational level plans for a system of special needs evacuation shelters, 3) promote emergency preparedness for people with special needs and the organizations and agencies that serve them; and perform related work as required.
EXAMPLES OF DUTIES

Facilitate monthly special needs shelter planning committee meetings, including preparation of agendas and minutes; create strategic and operational plans for special needs sheltering; establish a training plan for special needs shelter personnel; identify and procure needed shelter supplies and equipment; update transportation resources data and develop agreements with resource providers capable of special needs transportation; incorporate special needs shelter and transportation resources into attachments to the county mass evacuation plan; create templates and guidance documentation for statewide application; advise Rock County Emergency Management and the City of Janesville in evacuation planning for people with special needs; establish cross-county mutual aid arrangements as appropriate; facilitate bi-monthly disaster preparedness committee for people with special needs, including preparation of agendas and minutes; establish an update process for special needs facility and census data; investigate best practices for addressing special needs in emergency management; establish a special needs appendix to the county’s emergency operations plan; establish relationships with community partners to promote personal preparedness for emergencies, with emphasis on people with special needs; refine and promote the special needs registry, enter new data in the database, and update existing data; revise outreach and informational materials, guided by best practices and recommendations of the disaster preparedness committee; promote disaster planning for community-based, non-profit human service organizations.

EMPLOYMENT STANDARDS

Education and Experience:  

A combination of training and experience equivalent to a Bachelor’s degree in emergency management, public administration, public health, social work, or related field and two years of experience in emergency management or other public safety field, community outreach and advocacy, or other work in county or local government.
KNOWLEDGE, SKILLS AND ABILITIES  

Knowledge of the principles and practices of emergency management; familiarity with the organization of county and local governments; knowledge of objectives, policies, and regulations pertaining to emergency preparedness, response, and recovery for people with disabilities or other special needs; skill and ability to independently manage a project or program, including establishing and meeting timelines, identifying partners and facilitating the efforts of work groups; tracking progress, implementing a product, and evaluating the outcomes; effective communication skills to develop and maintain positive, cooperative working relationships with other agencies, organizations or groups; effective writing skills are necessary for drafting plans, reports, guidance and correspondence; proficiency with standard computer software is required (i.e. word processing, spreadsheets, databases, and presentation) and experience with GIS software applications (ESRI products) is beneficial, but not required.

SPECIAL REQUIREMENTS
Typical office environment.  Requires occasional travel for off-site meetings, training, and conferences.
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