Hoopa Valley Tribe

Emergency Services Coordinator
JOB DESCRIPTION

Job Title: Emergency Services Coordinator
Department: Office of Emergency Services

Reports to: Director, Office of Emergency Services
FLSA Status: Non-Exempt

Prepared by: Office of Emergency Services
Prepared date: February 11, 2016

Salary: $12.00 to $16.00 per hour

CONDITIONS OF EMPLOYMENT: This is a permanent hourly position dependent on
funding availability. Hours of work are 40 hours per week. The employee will be subject to
alcohol and drug testing pursuant to the Tribes alcohol and drug testing policy. Preference will
be given to qualified Indian applicants pursuant to the Tribes TERO ordinance.

SUMMARY:: This position is located on the Hoopa Valley Indian Reservation. This position
reports to the Director of the Office of Emergency Services, and assists in the implementation of
the Hoopa Tribes emergency preparedness, prevention, response, mitigation and disaster
recovery program. This is a non supervisory position. The coordinator assists in the development
of emergency response processes, including development of required emergency preparedness
and response planning documents. Hoopa OES is a professional uniformed organization and
requires all employees to wear uniforms provided by the department

ESSENTIAL DUTIES AND RESPONSIBILITIES: The following duties are performed
under the direct supervision of the Office of Emergency Services Director. Additional
department related duties may be assigned as needed.

1. Plan, organize, review, evaluate, and personally perform activities to implement a variety of
emergency preparedness and disaster recovery programs and procedures to maintain
compliance with the National Incident Management System (NIMS).

2. Provide assistance as directed in the area of disaster recovery and mitigation with a focus on
establishing alternative means of providing power, water, communications, food and shelter
for citizens in the event of a major disaster.

3. Facilitate the preparation of, maintenance, and distribution of all Emergency Management
Planning documents; Multi Hazard Mitigation Plan, Emergency Operations Plan, Threat
Hazard Identification Plan, Continuity of Operations Plan.

4. Assist in the development of public awareness programs regarding disaster preparedness.

5. Assist in the development and presentation of training sessions to Tribal and Non Tribal
employees. I.E.; Other Tribes, Local, Federal, and State employees and community members.



6. Assist in resource development, homeland security related grant procurement and grant
administration.

7. Prepares grant applications, and may be required to write grants for OES
8. Maintain detailed records and prepare correspondence and periodic special reports.
9. Coordinate community emergency response team (CERT) volunteers.

10. Attend required meetings, training seminars, and conferences related to emergency
management and homeland security.

11. Maintains communication, coordination and collaboration with schools, business, local
jurisdictions, State and Federal agencies.

12. Ability to work closely with Media

QUALIFICATION REQUIREMENTS: To perform this job successfully, an individual must
be able to perform each essential duty satisfactorily. Requirements listed below are
representative of the knowledge, skill, and/or ability required.

Education & Experience:

1. At least five (5) years experience in Emergency Management or Emergency Services related
field, in a professional paid or volunteer organization. (Police, Fire, Medical, Emergency

Management).

2. one (1) year of emergency services related work (Police, Fire, Medical) in a supervisory or
lead position at the Company Officer/ Field Supervisor or higher level in a professional paid
or volunteer organization. Examples are; Engine Captain, Police Sergeant, Paramedic
Supervisor, Emergency Manager.

3. High School Diploma or GED Certificate

Desirable Educational Qualifications

1. Bachelor’s degree from an accredited college with major course work in emergency
management, or a related field, I.E.; Emergency Services, Law Enforcement, Fire Department,

Medical Services;

2. Certificate of graduation from an accredited emergency services professional academy; police
academy. State fire academy.

3. Grant application, development and management of grants

4. Certification and experience as a qualified instructor; completion of state fire training
instructor serious, facilitative instructor, state vocal teaching credential



Licenses & Certificates:

1. Possess a valid California Class C driver’s license in compliance with the Tribes driving
policy, and be insurable under the Tribes insurance policy

2. Incident Command System certificates; ICS 100, 200, 300, IS 700 and 800
Other Requirements:

1. Must be willing to adjust work hours to meet operational demands and respond on a 24-hour
basis to assist and advise in emergency situations.

Knowledge of:

1. The Incident Command System.

2. Applicable federal, state and local laws and regulations that apply to emergency management.
3. National Incident Management System (NIMS)

4. National Response Framework.

5. Emergency Management

Skill in:

1. Emergency Management Plan development.

2. Conducting studies, analyzing complex problems, evaluating alternatives and making sound,
creative recommendations.

3. Setting priorities and following-up on projects.

4. Maintaining accurate records and preparing clear, concise and competent reports,
correspondence and other written materials.

5. Delivering emergency preparedness presentations to both large and small groups.

6. Use of common office software including Microsoft Office and appropriate specialized
software.

Ability to:
1. Plan, implement, monitor and evaluate a variety of emergency services programs.
2. Recognize potential or actual problems and recommend actions to overcome them.

3. Exercise initiative and sound independent judgment within general policy guidelines.



4. Represent the tribe effectively in meetings with others.

5. Establish and maintain effective working relationships which garner respect and promote
leadership with tribal departments, major cooperators at the Local, State and Federal levels
and members of the community.

6. Perform in a manner which reflects the Hoopa Tribe and the department mission, values, and
goals.

7. Extensive travel may be required for training, meetings, response and conferences. This travel
may take you away from your home for long periods such as weeks at a time or longer.

8. Effectively deliver training in a classroom environment

PHYSICAL DEMANDS: Physical demands described here are representative of those that must
be met by an employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions.

1. While performing the duties of this job, the employee is regularly required to talk or hear.
Employee frequently is required to sit, stand, walk, use hands and fingers to handle or feel
objects, tools, or controls; reach with hands and arms; climb or balance; stoop, kneel, or crouch.

2. Employee must occasionally lift and/or move up to 50 pounds. Specific vision abilities
required by this job include close vision, distance vision, peripheral vision, and depth perception,
the ability to adjust focus, and be free from color blindness.

WORK ENVIRONMENT: Work environment characteristics described here are representative
of those an employee encounters while performing the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions.

1. The work environment is generally indoors.

2. While performing the duties of this job, the employee occasionally works outdoors at all times
of day and in all weather conditions, and is occasionally exposed to hazardous situations that
may result in injury.

3. Noise level in the work environment is usually moderate but the employee may occasionally
be exposed to high level noises including but not limited to emergency vehicle sirens, shouting,
and yelling.



