Duty Officer

Identification

Position Title:


Duty Officer

Division:


Operations

Immediate Supervisor:
Duty Chief and/or Chief/ Superior Officer
JOB SUMMARY

The Duty Officer’s responsibilities include, but are not limited to, fire suppression, hazardous materials response, training, prevention, administration and emergency medical services.  The Duty Officer leads by example; wearing full PPE where required, is a problem solver and operates in the incident command system as the incident commander or part of the command staff until relieved by a superior officer.  

JOB SCOPE

Directly supervises two to seven personnel and indirectly supervises up to 30 personnel at emergency incidents through the incident command system maintaining an acceptable span of control.

PRINCIPAL DUTIES AND RESPONSIBILITIES

1. Maintain operational readiness at all times

2.  Confer schedule with the Duty Chief, and receive pertinent information for assigned duty period such as mutual aid response, training, apparatus, and other miscellaneous information.
3. Perform command car check, fuel level, cleanliness, and operation
a. Check Medical Equipment

b. Check SCBA/PASS

c. Place accountability tags on passport

d. Test portable radios and on-board equipment

e. Report any truck problems to support services using correct forms

f. Return Duty vehicle to ready state when duty is completed washed/full of fuel, equipment in service and re-stocked

4. Station Checks

a. Assure security (doors locked, lights off… ect.)

5. Read E-mail

6. Respond to alarms at your discretion; preferably any alarm with two or more apparatus responding, alarms of significance (code 99’s, extrications….) and when requested by on-scene units

a. Use good sense, respond at the exposure level for the alarm(code 2 or 3)

b. The duty officer is the only person required when responding

7. Complete duty log and pay sheet, assure completion of all incident paperwork

8. Manage and supervise all personnel at both emergency and non-emergency scenes until relieved
9. Serve as the first line supervisor in cooperation with station officers for personnel matters including counseling, and making recommendations regarding disciplinary actions

10. Ensures compliance to District’s policies, and District operating procedures, including safety and emergency operations.

11. Operates within the ICS organization and makes decisions regarding the strategy, tactics, and plan to successfully conclude incidents until relieved.

12. Consult the training schedule for time and dates of training during duty

13. Consult the prevention schedule for demo’s and events during duty

14. Pick up personnel riding in to hospitals on ambulance

15. Performs all other related duties as assigned

MINIMUM EDUCATION, EXPERIENCE, AND CERTIFICATION REQUIREMENTS

Five years of fire service experience with a minimum of one year as Lieutenant or higher.  Must have incident safety officer training, must have National Fire Academy strategy and tactics training.  Must meet the minimum certifications requirements for Lieutenant.  Must meet the minimum requirements of Policy 2110.  Must be currently attending monthly officer meetings.

SKILLS, KNOWLEDGE, AND ABILITIES

Ability to act as an effective team member at all emergency incidents involving fire protection, emergency medical services, and emergency management functions. Ability to communicate and effectively deal with the general public and school age children. Ability to perform effectively under stressful and adverse conditions.  Ability to understand and follow written and oral communications.  A thorough knowledge of the operation and maintenance of all department equipment and apparatus.  Thorough knowledge of department rules, regulations, policies, and procedures.  Must be able to work with the public and project a positive image for the district, ability to deal with and effectively handle personnel problems.  Adaptable and flexible to change, committed to department growth and improvement.  Able to supervise the work of subordinates during emergency and routine activities, maintaining discipline and respect.  Knowledge of the geography of the district including streets, and hydrants.  Must be credible, enthusiastic, and confident.

