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CHI EF OF TRAI NI NG AND SAFETY

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a responsible admnistrative and
supervisory position, the primary duty of which is the direction
of conprehensive training and safety progranms for the
depart nment. The incunbent supervises the planning of the
training and safety prograns, assenbling and adm nistrating of
materials, and coordinating the operation of the division with
ot her department activities. The Chief of Training and Safety
directs the work of division enployees who conduct training
classes and safety prograns, in addition to personally
performng training and safety duties. The enpl oyee of this
class also directs the maintenance of records and assists the
Fire Chief with purchasing and budgetary responsibilities for
t he division. The Chief of Training and Safety works with a
hi gh degree of independence, reporting to and having work
reviewed by the Fire Chief.

EXAMPLES OF WORK

Examples 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 nmay be | ogical
assignnents to this class.

Manages the operation of the division through planning and
utilizing personnel and equipnent in order to acconplish the
ainms of the division. Determ nes how to organize the assigned
services, including del egating services to division personnel.

Recommends di vi si on nmanagenent policies, goals and objectives
for consideration by a superior officer. Inplenents managenment
policies, goals and objectives for the division. Participates
in the research and planning for division prograns and
activities, and evaluates the effectiveness of such. Conducts
i nspections and takes appropriate action to correct or inprove
probl em areas. Keeps informed on nodern fire fighting nmethods
and adm ni strative practices, and studies new |l aws to determ ne

if changes are needed. Recommends changes in departnent
operations that will help the district to obtain favorable |ISO
ratings.

Eval uates the training needs of the fire department, devel ops a
training programto neet those needs, and sees that such program
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is properly staffed and supplied with training resources.
Provides for enployee training at all levels wthin the
depart nent by providing departnment training or outside training.
Coordi nates the novenment of fire conpanies to and from all
training activities. Assigns the schedule of training for all
departnment enpl oyees. Approves the preparation of |esson plans
and training material for training classes. Supervi ses the
devel opnent, adm nistration and

grading of training tests. Analyzes the results of the training
tests in order to evaluate the effectiveness of the training
program and determ ne if changes are needed.

Conducts, and supervises the training of fire personnel in the
cl assroom at the drill field, or at fire stations in all areas
of basic fire fighting, use of fire equipnment, fire prevention,
fire investigation, energency nmedical services, safety, and
ot her areas which effect the fire departnment and public safety.
Devel ops job sinul ation exercises to rate skills acquired during
training. Responds to the enmergency scene to reviewthe response
of personnel and to make notes and photographs for wuse in
training.

Devel ops a safety programfor the fire departnent by mai ntaining
staff and resources, devising and conducting eval uations, and
recommendi ng and i npl enenti ng changes needed for inprovenent.
Coordi nates safety activities with supervisors of departnental
di vi si ons. Conducts, and supervises training in safety.
Cbserves departnment personnel to determ ne use of prescribed
saf ety equi pnent. Supervises all safety procedures at the scene
of a fire or energency. I dentifies hazards and recommends
acci dent and | oss control systens and prograns for incorporation
into operational policy. Takes necessary action to contro
saf ety hazards. Investigates all accidents involving department
equi pment or personnel and evaluates potential extent of
infjuries resulting from such. Prepares accident and injury
reports.

Partici pates in devel opi ng a personnel recruitment and sel ection

program by review ng applications, verifying applicant
information, interview ng prospects and maki ng recommendati ons
for hiring. Supervi ses enpl oyees of the division by setting

work schedul es, assigning work areas, and reviewing work
performance. Counsels enployees who are experiencing work
probl ens. Approves | eave. Wites enpl oyee eval uati on reports.
Resol ves enpl oyee conmplaints and grievances. Hol ds, and
supervi ses neetings with personnel for the purpose of receiving
reports and dissem nating information.
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Supervises the preparation, conpletion and naintenance of
records and forms. Assists in determ ning what information to
include in all records and howto facilitate this informtion.
Conpi |l es and organi zes data for reports or assigns to training
and safety personnel. Analyzes data through the wuse of
statistics by means necessary to assimlate information.
Recei ves and reviews reports conpl eted by subordi nates.

Personal |y handl es and supervi ses budget preparation for the
di vision. Gathers information and assists in the conpilation and
organi zation of the data needed to prepare the entire budget.
Supervi ses and manages the accounting for the noney and assets
of the division. Prepares expenditure estinmates, and authorizes
expenditures of funds. Prepares payroll records. Wites
requests for grants or other special funds.

Supervi ses the order, purchase and di sbursenent of equi pment and
supplies while maintaining inventory. Mkes recommendati ons on

maj or pur chases. Assi sts with writing and prepari ng
specifications for new fire departnment equi pnent. Oversees the
bi ddi ng process. Meets with sales representatives to review

products. Tests or assigns testing of division equipnent to
assure that all applicable standards are net.

Delivers or assigns subordinates to deliver |lectures and
denonstrations or distributes literature on fire departnment
operations to schools, civic organizations or to any concerned
citizens owning or occupying a public or private building.
Answers telephone inquires or responds to oral or witten
requests from the public about operational matters or rel ated
areas of energency services. Participates in public education
programs of other fire departnment divisions, conferences,
conventi ons and ot her beneficial educational neetings.

Performs any related duties as assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents listed bel ow nust
be net by the filing deadline for application for adm ssion to
t he exan nati on.

Must neet all requirements of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates, and of |egal age.

After offer of pronotion, but before beginning work in this
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class, nust pass a physical exam nation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physica

fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must possess a valid Louisiana Driver’s License.
Must be a regular and permanent enployee in the class of Fire

Training and Safety Oficer for at least (5) five years
i mmedi ately precedi ng cl osing date for applicationto the board.

Must possess an Associate Degree in either Fire Science or
Emer gency Medi cal Techni ci an- Paramedi c, as well as a Bachel or of
Sci ence Degree in any field froman accredited institution of
hi gher | earni ng.

Must possess | FSAC certification as Firefighter 11

Must possess | FSAC certification as Fire Service Instructor 11

St ate of Loui siana Bureau of EMS Instructor certification.

American Heart Association BLS, ACLS, and PALS instructor
certification.

Nat i onal Associ ation of Emergency Medi cal Techni ci ans PHTLS i nstruct or
certification.
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