09527

Emergency Management Specialist
Grade:  8

FLSA: Non-Exempt 

Date:
02/23

Job Summary:  This position provides technical and operational management of the Emergency Management Division as it relates to mitigation, preparation, response, and recovery for hazards likely to affect St. Mary’s County. Performs technical planning duties for the Emergency Management Division by reviewing plans for natural and manmade disasters and organizing local emergency preparedness through outreach programs to the public. The work involves activating and managing the County's Emergency Operations Center (EOC) and liaising with partner departments and agencies. Operates under limited direction, establishing courses of action and methods to obtain desired results. Required to make frequent decisions with only general guidance. Acts on behalf of the Division Manager in his or her absence. Performs other duties as assigned. 


Essential Functions:
1. Assists in planning, coordinating, and managing the department, county-wide, and regional coordination of emergency and administrative plans for response, recovery, mitigation, and prevention of all disasters involving the Emergency Management Division;
2. Provide review, input, and revisions to all emergency plan as necessary;

3. Manages and oversees the Hazard Mitigation Grant Program and the Homeland Security Grant Program in coordination with the Maryland Emergency Management Agency and the Federal Emergency Management Agency;

4. Manages and oversees disaster related reimbursement grants or any other grants necessary in coordination with the Maryland Emergency Management Agency and the Federal Emergency Management Agency;
5. Ability to represent St. Mary’s County;
6. Liaisons with federal, state, local, and volunteer agencies;
7. Able to support and be responsible for EOC Activations at a command level;

8. Performs research and project oversight that the Division may require;
9. Provides response as needed and directed to assist with emergency response operations involving the Department;

10. Conducts training and exercise activities; 

11. Assists in preparing projects and annual reports;

12. Assists the developing, planning, and implementation of public awareness and training/exercise programs to enhance the County's disaster resilience (includes general public, schools, day care centers, vulnerable populations, critical infrastructure facilities, and special events);
13. Provide public outreach to various business, volunteer organizations, and the public; 
14. Administration of the CPR/AED/First Aid program for the county;
15. Responsible for mass notification distribution data and upkeep; 
16. Performs duties associated with the Hazard Mitigation Planning Board, may be required to participate as a member;
17. Performs other duties as assigned.


Required Knowledge, Skills, and Abilities:  

1. Ability to gain thorough knowledge of St. Mary’s County Government policies and procedures;

2. Ability to act as a representative of St. Mary’s County Government;
3. Expert knowledge of emergency management principles and procedures;

4. Knowledge of relevant Federal, State, and Local emergency management laws and regulations regarding the administration of plans and programs;

5. Ability to effectively communicate with other staff members; ability to coordinate, advise, and work with other professionals; 
6. Ability to effectively deliver presentations to groups of various sizes and in a variety of venues; 
7. Ability to prioritize and multitask; 
8. Ability to review and analyze existing information and make informed and sound decisions; 

9. Ability use available resources to research information;

10. Ability to keep accurate records; 
11. Ability to operate relevant computer systems, including hardware and software, and simple office machines.


Education and Experience: 
18. Bachelor’ Degree in public safety field; may substitute additional experience at the rate of one year of education to one year of experience, for up to two years of the required general experience;

19. Five years or more of job-related experience, or additional education in a specialized area;

20. Or equivalent technical training, education, and/or experience;
21. Pertinent volunteer and or part-time experience will be considered;
22. Minimum of ICS100, ICS200 training. Must complete ICS300 and ICS400 within first year of employment;
23. Completion of The Professional Development Series within the first year of employment. (Introduction to Exercises Fundamentals of Emergency Management, Emergency Planning, Leadership & Influence, Decision Making & Problem Solving, Effective Communication and Developing & Managing Volunteers).

Additional Requirements:

1. Must have valid Maryland Class C non-commercial Driver’s License with no points;

2. Requires background Investigation with favorable consideration;

3. Must successfully pass pre-employment drug testing;

4. Must be available for emergency response day and or night, holidays, and weekends. 

Physical and Environmental Conditions: 

Work requires general office duties and ability for emergency response in office or field setting.

Work environment involves everyday risks or discomforts, which require normal safety precautions typical of such places as offices or meeting rooms, e.g., use of safe workplace practices with office and field equipment, and/or avoidance of trips and falls.


The above job description is not intended as, nor should it be construed as, exhaustive of all responsibilities, skills, efforts, or working conditions associated with this job.  

Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions of this job.

I certify that this is an accurate statement of the essential functions and responsibilities of this position.
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