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I. PURPOSE:

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

The Deputy Chief of Administration (DCA) in the Flint Hill Fire Department (FHFD) has the primary responsibility of managing the administrative functions of the FHFD. The DCA is a senior management position which reports to the Fire Chief. While on duty the DCA may be responsible for performing some or all the Deputy Chief of Operations, Captain, or subordinate duties (see applicable 122 series policies for details).  
III. POLICY:

Essential Functions:

· Policies and Procedures Management 
· IT Hardware/Software Management 
· Financial Management
· Compliance Management
· Incident Command/Leadership

· Supervision of Administrative Staff

Detailed Responsibilities:

Policies and Procedures Management 
1) Develop policies and procedures as needed, working with the department management team on content as necessary.
2) Operations Manual.

a) Perform an annual review of the manual with the goal of identifying inconsistencies or areas that need to be updated due to policy changes. 
b) If inconsistencies or errors are reported by members or identified by the monitoring processes correct the issues in a timely manner. 
c) Follow policy 230.03 OPERATIONS MANUAL UPDATES for update procedures and notification requirements.
IT Hardware/Software Management
1) Research and recommend hardware and software purchases.
2) Install and maintain hardware and software as required.

3) Function as the department liaison with vendors and other interested parties (e.g., county IT, fire departments, PSC, etc.) for new and existing hardware and software. 

4) Develop and/or generate reports as needed, coordinating with administrative staff.
Financial Management 
1) Manage grant opportunities.

a) Research, develop, and submit grant applications as needed.
b) Proactively identify department needs for grant opportunities.

c) Manage awarded grants.
2) Oversee the department one percent program for compliance with state, local, and department laws and policies.

3) Analyze and develop annual department budgets in coordination with department senior management.

4) Approve purchases in coordination with the Fire Chief. 

a) Oversee purchases made by administrative staff. 

 Compliance Management
1) Ensure department polices and procedures comply with applicable federal, state, and local laws and regulations.
2) Research, develop, and administer policies and procedures that follow NFPA standards to the extent possible.

3) Research, develop, and administer policies and procedures to maximize compliance with ISO rating criteria.

Incident Command/Leadership
1) Possess a comprehensive 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 manage large and complex incidents.
3) Always lead by example.
Supervision of Administrative Staff

1) Directly supervise the daily activities of department administrative staff.
2) Provide performance feedback to direct reports in accordance with department policy.
3) Enforce department disciplinary policies.

Required Training/Certification:
· NFPA Fire Officer III certification or equivalent
· NFA The New Fire Chief I: Challenging Issues
· NFA Fire Chief 101

· SCFA 6100 NFIRS Administration

