00160

Support Services Coordinator
Grade: 8

FLSA:  Non-Exempt 
Date:
 01/23

Job Summary:  Responsible for support of all divisions of the Department of Emergency Services (EMA, Communications, EMS, Animal Control/ Shelter, Radio Repair. Duties will include but not be limited to fleet maintenance, ordering, and outfitting of new vehicles, equipment maintenance for vehicles, and technical assistance. When qualified and available, assist staffing all divisions as needed.  Responsible for purchase, maintaining, and deployment of sign boards, trailer cameras, and light towers.  Responsible for after hour call outs to assist DES divisions as well as other departments for County or State operations.  Performs other duties as assigned. Work is performed under the direction of the Administrative Manager. 

Essential Functions:

1. Supervise daily activity of the computer aided dispatch (CAD) system to ensure accuracy of data entries and maintain continuity of data and data transfers;

2. Ensures data security, enrolls and sets up proper authorities and monitors activities with programs for security violation or errors;

3. Supervises file/CAD maintenance functions and data entry activities related to the database;
4. Liaison with the Department of Information Technology/IT for coordination of services,  regular IT maintenance, updates and responsible for requesting their support as needed;
5. Coordinates with the IT Department for all repairs, upgrades, and system redundancy;

6. Develops programs as required for other divisions of Emergency Services;

7. Supervises the  entry, maintenance, and verification of unit response assignments for St. Mary’s County Fire Departments, EMS (Paid/Volunteer) , Sheriff’s Office and Animal Control;

8. Interacts with the Information Technology Department regarding maintenance and data entry activities related to the Geographic Information Systems (GIS) information for mapping software associated with 9-1-1 and normal CAD operations;

9. Reviews Department  operations to identify technical and operational  needs;

10. Maintains all required certifications to assist with communications during short staffing or major events;
11. Tests, evaluates, and maintains equipment and records;
12. Trouble shoots computer systems and makes repairs and adjustments as needed;
13. Maintain and order all Department fleet, including emergency warning devices, MDB’s and safety devices;
14. Maintain and order Light towers, sign boards, and camera trailers;
15. Deployment of light towers, sign boards, and camera trailers for either interdepartmental or other state or county agencies;
16. Maintain and ordering of county owned Ubication G5 pagers, along with updating programming and assisting Radio Repair;
17. Assist the County Hazardous Materials Team with equipment or deployment as needed or requested;
18. Assist Career EMS with technical support, or staffing shortages as needed;
19. Performs other duties as needed. 


Required Knowledge, Skills, and Abilities:  

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

2. Ability to establish and maintain effective working relationships with county officials, associates, staff, representatives from other agencies, and the general public;

3. Ability to supervise, plan, and coordinate the work of diverse staff in order to accomplish departmental goals and objectives;

4. Knowledge of Maryland COMAR regulations as they pertain to emergency management communications;
5. Must be knowledgeable about software, hardware, and database administration;

6. Must be able to make recommendations regarding equipment needs for the Department;
7. Ability to operate relevant computer systems, including hardware and software, and office machines.

8. Ability to trouble shoot computer systems and identify issues and either repair, correct or contact Department of Information when needed. 

9. Knowledge of database maintenance procedures and computer systems;

10. Knowledge of 800 MHz radio system;
11. Knowledge of Unication G5 pagers
12. Knowledge of surrounding PSAP operations; 

13. Must have strong oral and written communications skills including the ability to prioritize and multitask;

14. Ability to review and analyze existing information and make informed and sound decisions;

15. Ability to keep accurate records

Education and Experience: 
1. Associates Degree;

2. Five years of hands-on technical experience with computerized management systems, operating systems, various software applications and troubleshooting computer malfunctions;
3. Five years of progressively responsible experience that includes at least two years of technology based operations;
4. Or equivalent technical training, education, and/or experience in the public safety field and technology field.

Additional Requirements:

1. Must be available to work after hours, on call, and weekends in the case of emergency situations;
2. Must be able to establish interdepartmental relationship s and work collectively on a wide variety of projects. 

Physical and Environmental Conditions: 

Work requires light physical effort in the handling of light materials or boxes and tools or equipment in non-strenuous work positions up to 30 pounds and/or continual standing or walking of 60%/+ of the time.

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 work place practices with office 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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