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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Fire Marshal
	Job Title:
	Fire Marshal
	FLSA Status:
	

	Department:
	
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

The Fire Marshal manages the fire inspection and investigation and the building inspection functions of the Fire Department for the City of ______________________.
Essential Duties and Responsibilities

1. Inspects and supervises the inspections of sites and structures including fire alarm and sprinkler installations in determining and enforcing compliance with State Building and Fire Codes, and other governmental safety laws and ordinances. Works closely with City’s Building Official and Building Inspectors.  Performs construction plan reviews and responds to architects on code and approval requirements.
2. Inspects and supervises the inspections of large gathering halls, structures housing hazardous materials as part of their business operations and highly valued properties and structures.
3. Investigates causes of major fires or those of undetermined or suspected incendiary origin; gathers information from scene and witnesses; communicates with insurance companies and/or local, state and federal agencies; serves as expert witness in court proceedings.  May also serve as resource to the County.
4. Creates ordinances for the City of _____________ relating to fire prevention and protection.  Ensures enforcement of codes and ordinances and responds to and resolves complaints and questions regarding hazards and violations of fire and housing code regulations.  Works with County Emergency Director to ensure community preparedness.

5. Provides fire safety training and informational updates to fire department members as well as the general community.
6. Responds to emergency situations as first responder and maintains on-call status.
7. Participates in approval process for liquor and beer licensure, and issuance of occupancy certificates.
8. Contributes to setting and revising of policies and procedures for emergency response and daily operations of the Fire department, implementing policy directives from the City Administrator and keeping updated on current industry information and best practices.
9. Addresses residential and commercial property owners’ questions and concerns with fire safety and risk management.
10. Performs other duties and responsibilities as requested or required.

Education & Experience Requirements
· Bachelor’s Degree in Fire Science Technology, Public or Business Administration with at least five years of paid-on-call fire department experience including increasing responsibility, OR

· Associate’s Degree with seven years of increasingly responsible fire management experience with at least two years of recent commanding officer experience; OR

· Nine years of increasingly responsible fire management experience with at least two years of recent commanding officer experience
· State certified Firefighter I and II, Hazardous Materials Operations and EMT-B

· Must pass required background, psychological and related-aptitude test as well as physical standards for employees of the fire department

· Live or be willing to relocate to within a 20 minute (approximate) drive to City Fire Station

Other required Knowledge, Skills, and Abilities

· Proven leadership and supervisory experience within a union environment

· Fire training instructor experience

· Knowledge and proficiency with all applicable state and local fire codes and ordinances, along with Incident Command and Hazardous Materials 

· Ability to work with the community in public forums as well as one-on-one conversations with residents and business owners

· Proven budgetary acumen 

· Microsoft Outlook, Word, Excel; GIS; CAD systems, PowerPoint and other applicable software
Protective Clothing Required 

The position may require Personal Protective Equipment (PPE) use such as safety glasses, safety helmet, safety glasses, rubber insulating gloves, ear plugs, electrical hazard footwear, and a harness as required on job site. All required protective equipment will be provided by the employer.
Equipment Used

· Emergency medical equipment including defibrillator (AED)

· Designated command vehicle with lights/siren

· Hydraulics, electric air-operated rescue tools

· All firefighting equipment including ladders, hoses, pumps
Physical Demands
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to sit, stand, walk, talk or hear; uses hands to finger, handle, or touch objects or controls, climb, pull, lift and move objects.  This position requires the ability to drive an emergency vehicle at high speed with lights/siren to emergency site.  Position may also require work in confined spaces and exposure to different types of outdoor weather conditions.  

The employee must frequently lift, push, or pull up to 100 pounds.  The employee must practice proper and safe operation of fire station equipment and other equipment and tools. The position requires varying and some prolonged periods of standing, walking, bending, stooping, reaching, pushing, pulling, grasping, observing, identifying colors, climbing, balancing.
Work Environment

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The position includes:  driving to and from sites; working to fight fires in all seasons with varying levels of exposure to wind, rain, snow, ice, sun.  Firefighting Personal Protective Equipment must be used.
	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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