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THE CITY OF
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BERKELEY

CALIFORNIA

The City of Berkeley has graciously allowed the Higher Education Project to use their 2001 emergency management vacancy announcement as a sample to guide other emergency management offices in announcing job vacancies. 

The Position 

This is a newly created position which will be under the direction of the Fire Chief and working closely with the City Manager’s Office.  The establishment of the Emergency Services Manager is a significant step toward achieving the goal for Berkeley to be fully prepared for the next natural disaster that may hit the City.  The Emergency Services Manager is responsible for all four phases (mitigation, preparedness, response and recovery) of emergency management, including formulating policy, developing goals and objectives, supervising staff, administering the division’s budget and directing the day-to-day operations.  Assignments allow for a high degree of administrative direction in their execution with the goal of a proactive emergency management program, which will reduce the risk of injury and loss of life and will support sustainable recovery from a natural or man-made disaster.

Examples of Duties 

· Plans, organizes, directs and evaluates emergency management functions and programs.

· Works to foster a city-wide integration of disaster resistant community goals with those of sustainable development.

· Promotes and maintains effective relations with a variety of community organizations, groups and other individuals to encourage citizen participation and positive public relations for assigned services and programs that includes public recognition and reward for disaster safety efforts.

· Directs and maintains a community-based comprehensive hazards risk assessment (including a hazard identification and analysis; risk analysis; social, built environment and ecosystem vulnerability analysis; and a social, built environment and ecosystem impact analysis).

· Develops and maintains a risk management program in consonance with the results of the comprehensive hazards risk assessment.

· Develops, prioritizes and implements disaster prevention and mitigation plans and programs.

· Represents the department before civic and community groups; promotes and responds to inquiries from the media and the public; prepares new or revised ordinances or codes needed to implement (or related to) emergency management programs; increases community participation in the programs via outreach activities.

· Maintains liaison with federal, state and local offices; staffs and serves on committees with City departments, agencies, commissions and other emergency management groups; coordinates the activities of the programs with other divisions, departments and agencies concerned with emergency management.

· Prepares budgets and related documents for Federal, State and City funding; supervises the expenditures of funds.

· Equips, stocks and maintains an Emergency Operations Center (EOC); schedules regular testing procedures to insure operational efficiency; activates sections of the emergency plan at the direction of the Fire Chief or City Manager.

Candidate Profile 

Any combination of education and experience equivalent to graduation from an accredited college or university with a major in public or business administration, public policy, planning or a related field and five (5) years of increasingly responsible management or administrative analytic work experience, including two (2) years supervising professional staff, plus three (3) years in emergency disaster preparedness or closely related programs.

Principles and practices of disaster preparedness, planning, program development, and management is required as well as the following knowledge, and skills:

	· Knowledge of principles and practices of effective management including planning, organization, delegation and evaluation.

· Knowledge of principles and practices of public administration germane to control and administration of a major city's population in emergency situations, and of the techniques for employing available resources.

· Knowledge of the City's perceived risk to hazards as a baseline for risk communication and public outreach campaigns.

· Knowledge of particular emergency and natural disaster hazards, which may affect the emergency planning needs of the City of Berkeley.

· Knowledge of the functions of FEMA, the Red Cross and county and State EOC operations as they impact emergency preparedness and emergency response in the City of Berkeley.

· Skill in planning, organizing, assigning, directing, reviewing, and evaluating the work of assigned staff.
	· Skill in administering and managing a variety of emergency management projects and programs.

· Skill in dealing tactfully and effectively with a wide variety of government officials, civic groups, private vendors, the public and City staff to enlist their support and cooperation; use of multidisciplinary approach to achieving goals and objectives.

· Skill in preparing clear, concise and accurate written studies, proposals and reports.

· Skill in representing the City in meetings with the public, media, and government bodies to successfully promote program goals.

· Skill in organizing and supervising assigned staff and volunteers, and securing the necessary resources to accomplish program objectives.

· Skill in articulating a persuasive and scientifically defendable case for disaster prevention and mitigation programs, plans and policies.
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