7540
NON- MERI T

EXECUTI VE ASSI STANT TO THE FI RE RESCUE ADM NI STRATOR

NATURE OF WORK

This is highly responsi bl e manageri al and supervisory work assisting in
Management Services, Public Information, or Operations within the Fire-Rescue
Depart ment.

An enployee in a position allocated to this class is responsible for
assisting in the planning and directing the activities of the Departnent. Work
i nvol ves supervi sion of enployees; preparation and mai ntenance of records; and
the tinmely subm ssion of reports. This enployee may be required to respond to
major fire or emergency alarms and to perform assigned roles during mgjor
energenci es as part of the command team Wbork requires considerabl e i ndependent
judgenent and the exercise of a high degree of responsibility and authority.
Wrk is reviewed through conferences, reports and observation of results
achi eved.

EXAMPLES OF WORK

Wites performance eval uati ons, i ssues counseling and di sci plinary acti ons,
handl es enpl oyee conpl ai nts and gri evances, recommends the hiring and term nati on
of staff.

Conposes official notices for distribution to appropriate personnel and/or
wor k | ocations.

Represents t he Departnent on matters of an extrenely sensitive nature while
dealing with the nmedia; plans and develops the Departnment's nedia relations
program

Participates in the formulation and negotiations of the collective
bar gai ni ng agreenent; adm nisters/nonitors the agreenent.

Prepares and distributes reports of activities; prepares and nmintains
records.

Recommends t he purchase of equi pnent.

Est abl i shes i nternal procedures for assigned areas.

Assesses the need for training; determnes training to be conducted;
i mpl ements training classes.

Aut hori zes departnental payroll.

Assists in the devel opnment of the Departnment budget.

Performs related work as required.

REQUI RED KNOW EDGE, SKILLS AND ABI LI TIES

Thor ough know edge of the principles, practices, procedures and equi pnent
used in nodern firefighting, rescue, energency nedical services and fire
prevention work.

Thorough know edge of the principles and practices of nodern fire

adm nistration, fire-rescue protocols and fire service codes.
Thor ough know edge of the use and limtations of all types of equi prent and

apparatus used in the Fire-Rescue Department.



7540

EXECUTI VE ASS|I STANT TO THE FI RE RESCUE ADM NI STRATOR - CONT' D

REQUI RED KNOW EDGE, SKILLS AND ABILITIES - CONT' D

Consi der abl e knowl edge of Pal m Beach County policies and procedures.

Know edge of budgetary procedures.

Ability to plan and coordi nate the work of others.

Ability to comrunicate effectively, both orally and in witing.

Ability to interpret and understand witten policies in the formof |aws,
ordi nances, rules, regulations, orders, notices and procedures which establish
and regulate the activities of the Departnent.

M NI MUM ENTRANCE REQUI REMENTS

Firefighter, certified by the State of Florida Firefighters Standards and
Trai ning Council; five (5) years experience as a Firefighter or at a higher rank;
or any conbination of related training and experience.
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