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ASSI STANT FI RE CHI EF

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses positions, the primary duty of which is
managi ng fire suppression activities on an assigned shift.
Empl oyees of this class my also be assigned to perform the

duties of the Fire Chief in the absence of the Chief. The
Assi stant Fire Chief provides for the producti on and mai nt enance
of all shift records, oversees repairs and naintenance of

department equi pnment and property, oversees fire inspection and
arson investigation work, and perforns public relations duties,
in addition to assum ng command at the scene of a fire or other
energency until relieved by the Fire Chief. Empl oyees of this
class work with a high degree of independence, reporting to and
having their work reviewed by the Fire Chief. This class ranks
directly below that of Fire Chief.

EXAMPLES OF WORK
Exanples |listed below are illustrative only. They are not

intended to include all duties which may be assigned. neither

are they intended to exclude other duties which may be | ogi cal

assignnents to this class.

Acts as Fire Chief in the Chief's absence. Manages all fire
suppression activities on an assigned shift. Recommends
managenent policies, goals, and objectives for the departnment.
Conducts inspections of operations on the assigned shift,
eval uates these operations, and takes appropriate action to
correct or inprove problemareas. Mnitors and eval uates |oca
conditions which may becone fire or safety hazards.

Prepares payroll records. LFIRS reports, and any other forns or
records required to docunent shift activity. Conpi | es and
organi zes data and wites reports assigned by the Fire Chief.
Wites letters in answer to requests or needed to handle fire
departnment probl ens.

| nvestigates all accidents involving departnent equipnent or
personnel, determ nes the cause, and nmakes recomendati ons on
procedures to avoid future accidents. Investigates conplaints
agai nst department personnel and reconmends action to be taken
in response. Mintains discipline anpong enployees of the
depart nment, i ncl udi ng conducti ng corrective i ntervi ews,
recomrendi ng disciplinary action, and inform ng enployees of
disciplinary action taken by the appointing authority.
Eval uates training needs and provides for regular enployee
training at all Jlevels wthin the departnent, including
providing outside training. Sees that the training programis
properly supplied with training resources.
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Supervises all subordinate enployees on an assigned shift.
Hol ds nmeetings with fire departnent personnel for the purpose of
receiving reports and dissemnating information. |Inspects
appear ance of equi pnent and personnel. Assigns duties and work
schedul es, and approves | eave. Oversees and eval uates the work
performance of subordi nates. Wites enployee evaluation
reports. Reviews reports witten by subordi nates and provides
assistance in technical areas of work. Resol ves enpl oyee
conplaints and grievances and counsels enployees who are
experienci ng work problens.

Acts as departnent representative to the news nedia, releasing
information and answering questions concerning the work of the
departnment. Coordinates the work of the departnment with rel ated
federal, state, and |ocal agencies, releasing information and
gi vi ng assi stance when needed.

Directs activities at the scene of a fire or other energency
until relieved by the Fire Chief, performng duties such as
Size-up and overseeing safety precautions, and supervising
subordi nate enployees in rescue, forcible entry, ventilation

nozzle and hose handling, protection of exposures, fire
extingui shnment, punp operations, use of sprinkler and standpipe

systenms, wuse of water supplies, overhaul, and providing
emergency nedi cal attention. Participates in handling
enmergenci es involving hazardous materials. Mai ntains fire

ground commruni cati ons.

Enforces fire prevention codes and directs the inspection of
bui l dings to determ ne the exi stence of potential fire hazards.
Provides for the <collection of information for pre-fire
pl anni ng.

I nvesti gates the causes, origins, and circunstances of fires
occurring within the city. Provides for the security of the fire
scene to prevent renmoval or damage of evidence. Oversees the
collection and Ilabeling of evidence and assists arson
i nvestigation personnel .

Oversees the general care of all department equipnent and
apparatus, vehicles, and property, provides for repairs and
mai nt enance, and assures that repairs and maintenance were

properly acconpli shed. Mai ntains inventory; orders and
di sburses supplies and equipnent. Purchases supplies and
equi pnment, keeping such purchases wthin the established
budget . Makes recommendations on major purchases for the

depart nment.

Perfornms any related duties assigned.

QUALI FI CATI ON REQUI REMENTS
Unl ess otherwi se specified, all requirenments |listed bel ow nust
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be net by the filing deadline for application to test.

Must neet all requirenents of the Miunicipal Fire and Police
Civil Service Law, including being a citizen of the United
States, and pass civil service exam with a score of 75% or
greater.

Miust possess a valid Louisiana driver’s |icense.

After offer of pronotion, but before beginning work in this
cl ass, nmust pass a nedi cal exam nation prepared and adm ni stered
by t he Appointing Authority, designed to denonstrate good health
and physical fitness sufficient to performthe essential duties
of the position, with or wthout accombdation, for this
posi tion.

By adm ssion to exam nation nust be a regular and pernmanent
enpl oyee for at least two (2) years in the class of District
Fire Chief.
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