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I. PURPOSE:

To define the Flint Hill Fire Department Fire Chief position. 
II. DISCUSSION:

The Fire Chief is the executive officer of the Flint Hill Fire Department (FHFD), responsible for day to day management as well as setting the long term goals for the department.  The Fire Chief is hired by the Flint Hill Fire District Board and reports directly to that board.  The Fire Chief’s compensation, benefits, work hours and responsibilities are determined by the Flint Hill Fire District Board.  The Fire Chief works with the Flint Hill Fire District Board and the Flint Hill Volunteer Board of Directors to implement long range goals and to promote a strong and dedicated roster of paid and volunteer personnel.
The Fire Chief is responsible for all aspects of the FHFD, both legally and philosophically. This includes oversight of all personnel in the department, whether paid or volunteer (excluding board members).
All paid personnel and the Assistant Chief report directly to the Fire Chief.
III.
POLICY:

Essential Functions:
· Budget/Financial Management

· Executive Management

· Incident Command/Leadership

· Strategic Planning

· Employee Management

Detailed Responsibilities:
Budget/Financial Management
1) Develop annual department budget and submit a budget to the Flint Hill Fire District Board for approval

2) Annually present department budget request to York County management
3) Develop annual 1% budget

4) Oversee all department expenditures

5) Approve all expenditures over $300 

6) Monitor the budget throughout the fiscal year and adjust as necessary. 

Executive Management

1) Chair department business meetings

2) Chair officer meetings

3) Approve all Operation Manual changes and additions
4) Represent the department to York County Fire Chiefs Association

5) Represent the department to South Carolina Firefighters Association

6) Represent the department to York County government

7) Represent the department to York County Rural Fire Board

8) Preside over meetings of the Flint Hill Volunteer Board of Directors

9) Appoint functional positions as necessary to achieve department goals. 
10) Ensure department policies and programs achieve optimum public perception, customer service, and harmony within the department

11) Implementation of all disciplinary actions in the department. 

Incident Command/Leadership
1) Possess a complete working knowledge of NIMS/ICS with the proven ability to correctly implement all aspects of ICS on an incident scene.
2) Possess the ability to effectively command any type of incident.
3) Lead by example at all times both on and off the fire ground.
Strategic Planning

1) Develop and maintain a rolling 10 year strategic plan for the department

2) Develop and maintain budget projections for 5 years of strategic plan implementation

3) Develop goals for long term department strategy, for up to 25 years in the future

4) Annually review all strategic plans and projected funding to accomplish those plans

Employee Management

1) Assign career personnel to shifts
2) Develop monthly schedule for part time employees.

a) Provide a calendar on the employee bulletin board at Station 1 for personnel to sign up for days they would like to work.

b) Prior to the 1st of each month assign personnel to work days and post a schedule for the month on the employee bulletin board at Station 1.

3) Maintain records of career employee attendance including sick time, vacation and holidays.

4) Maintain records of career employee vacation allocation.
5) Bi-weekly submit a career employee payroll to the departments payroll service in so that career employees are paid every two weeks.
6) Semi-monthly submit a part time employee payroll to the departments payroll service in so that part time employees are paid on the 1st and 15th of each month.
7) Annually review career employee benefits for competitiveness and adjust as necessary.
8) Periodically submit PORS reports and payments. 

9) Deliver employee disciplinary actions as necessary using SOP 802.05 DISCIPLINARY PROCESS . 
10) Hire and terminate employees following the 802 series of procedures.
11) Review and approve paid staff performance appraisals in accordance with policy 232.02 PERFORMANCE REVIEWS.

12) Conduct performance appraisals for direct reports in accordance with policy 232.02 PERFORMANCE REVIEWS.

Required Training:

· NFPA Fire Officer III (When available) 
· NFPA Fire Officer IV (When available) 
· 2175 – Managing in a Changing Environment or equivalent
· 2176 – Shaping the Future or equivalent
· 2154 – I-400 Advanced Incident Command 

