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Position Description

FIREFIGHT

3.01  Position Summary:
Fire fighting requires skill in combating and extinguishing fires, performing rescues and preventing
unnecessary damage, in operating and maintaining Fire Department equipment, apparatus, and
facilities.

The position involves extensive training in the operation of apparatus, tools and equipment,
performance of hazardous tasks under emergency conditions, which may require strenuous exertion
under such handicaps as smoke and cramped surroundings and in the inspection of buildings for fire
hazards to prevent fires from starting.

3.02  Characteristic Work of the Position:
a. Definition: This work is performed at a professional level in the fields of fire prevention,
suppression, rescue, training, and public fire safety education.
b. Nature: Under the supervision of a fire department officer, perform such duties and
activities as may be required by the codes and ordinances, State statutes, and rules and
regulations of the Fire Department.

3.03  Fundamental Duties and Ancillary Responsibilities:
a. Fundamental Job Duties:

i. Attend training courses, read and study assigned materials related to fire
prevention, suppression, and rescue.

ii. Respond to alarms according to the Department Standard Operating Guidelines,
lay and connect hose, maneuver nozzles, and direct fire streams, raise and climb
ladders, use extinguishers, protective clothing, breathing apparatus, and forcible
entry tools.

iii. Ventilate buildings by opening windows and skylights or by cutting holes in roofs
and floors.

iv. Perform rescue operations in a team setting.

v. Perform salvage operations by placing salvage covers, controlling water damage
and removing debris.

vi. Participate in department drills and attend outside courses in fire prevention,
suppression, and rescue techniques.
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Relay instructions, orders and information, know response routes and location
of major structures.

Perform general maintenance work in the upkeep of Fire Department apparatus
equipment and property. This includes weekly apparatus inspections.

Perform related work as required or directed to do so by a department officer.

b. Ancillary Job Responsibilities:

3.04 Qualifications:

Perform assigned inspection duties

Drive and operate fire apparatus under special instructions and limited
qualifying conditions.

Perform assigned public relations and education duties

Learn new skills as necessary to perform additional duties or new services when
implemented by the fire department.

a. Essential Knowledge, Skills and Abilities:

Vi.

Vii.

Ability to establish and maintain effective working relationships with other
members of the Department, community officials, and the general public.
Ability to learn the location of streets, the nature and location of hazardous
premises, principal buildings, fire alarm reporting equipment and fire hydrant or
other water source locations.

Ability to climb ladders and work at considerable heights.

Ability to learn a wide variety of firefighting duties and skills within a reasonable
working test period.

Ability to understand and follow oral and written instructions.

Skill in operating large, heavy fire apparatus and fire pumps under emergency
conditions.

Knowledge and appropriate application of Department Standard Operating
Guidelines.

b. Special Requirements:

Vi.

Successful completion of employment trial and training requirements, based on
required percentage responses (50% drills, 30% alarms), training hours, other
department activity hours, successful certification as a Wisconsin Fire Fighter |
and a written recommendation from assigned supervision.

Complete minimum competency requirements as listed in section 12.06.
Possession of a valid Wisconsin Motor Vehicle Operators License.

Maintain, at a minimum, a Wisconsin Fire Fighter | certification.

Maintain active fire department status as outlined in S.0.G.

Firefighters hired after Jan. 1, 1997 must maintain valid CPR card.

c. Annual Training Requirements:

Town of Menasha Fire Department
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i. 50 hours of training annually (calendar year) including attending a minimum of
50% of the department training drills along with approved training outside of
the regular department training program.

d. Non-Discrimination:

i. All positions and promotions within the rank of the Town of Menasha Fire
Department will be filled according to the Equal Rights Act with no
discrimination shown on the basis of race, religion, color, sex, age, national
origin or disability and under the guidelines set forth under the Town of
Menasha Affirmative Action Plan.

SUPPORT MEMB

3.05  Position Summary:
The Support Member shall be the member who responds to fire and other emergencies to perform
duties limited to fire suppression or emergency scene support responsibilities within the cold zone
only.

3.06  Characteristic Work of the Position:
The Support Member shall not perform fire suppression operations but may function as a
driver/operator and perform support operations only. Emergency scene assignments may be, but
are not limited to, ICS staff positions, Driver/Operator, Air Supply Support, Photography, Fire
Investigations and Public Relations/Information. The Support Member must remain outside the
immediate danger area that would require potentially strenuous physical activity, including the
donning of SCBA. A limited number of fire department members may be appointed to the position
of Support Member (rather than a Firefighter position) by the Fire Chief. Such appointment shall be
documented in writing (placed in personnel file) and is usually limited to personnel on light-duty
assignments because of medical or physical limitations. This position may also be assigned on a
situational basis by the Incident Commander. Example- The Administrative Assistant may be
assigned Support Member responsibilities during a fire situation.
a. Definition: This work is performed at a professional level in the fields of fire prevention,
support activity, training, and public fire safety education.
b. Nature: Under the supervision of a fire department officer, perform such duties and
activities as may be required by the codes and ordinances, State statutes, and rules and
regulations of the Fire Department.

3.07 Fundamental Duties and Ancillary Responsibilities:
a. Fundamental Job Duties:
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i. Attend training courses, read and study assigned materials related to fire
prevention, suppression and rescue.
ii. Perform emergency scene duties in the Cold Zone as assigned by the Incident
Commander.
iii. Relay instructions, orders and information.
iv. Work effectively with a variety of personnel and agencies in coordinating
emergency efforts.
b. Ancillary Job Responsibilities:
i. Learn new skills as necessary to perform additional duties or new services when
implemented by the fire department.

3.08 Qualifications:
a. Essential Knowledge, Skills and Abilities:

i. Ability to establish and maintain effective working relationships with other
members of the Department, community officials, and the general public.

ii. Ability to learn the location of streets, the nature and location of hazardous
premises, principal buildings, fire alarm reporting equipment and fire hydrant or
other water source locations.

iii. Ability to understand and follow oral and written instructions.

iv. Skill in operating large, heavy fire apparatus and fire pumps under emergency
conditions.

v. Knowledge and appropriate application of Department Standard Operating
Guidelines.

b. Special Requirements:

i. Successful completion of employment trial and training requirements, based on
required percentage responses (50% drills, 30% alarms), training hours, other
department activity hours, and a written recommendation from assigned
supervision.

ii. Possession of a valid Wisconsin Motor Vehicle Operators License.

iii. Maintain active fire department status as outlined in S.0.G.

iv. Firefighters hired after Jan. 1, 1997 must maintain valid CPR card.

¢. Annual Training Requirements:

i. 50 hours of training annually (calendar year) including attending a minimum of
50% of the department training drills along with approved training outside of
the regular department training program.

d. Non-Discrimination:

i. All positions and promotions within the rank of the Town of Menasha Fire
Department will be filled according to the Equal Rights Act with no
discrimination shown on the basis of race, religion, color, sex, age, national
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origin or disability and under the guidelines set forth under the Town of
Menasha Affirmative Action Plan.

DRIVER / OPERA

3.09 Definitions:

a. Driver/Operator: any active employee of the Fire Department who will be driving any
motor vehicle that is insured by the Town of Menasha.

b. Authorized Driver/Operators: any active employee issued an in-house certificate by the
Chief of the Department based on assigned officer recommendation and evaluation
shall be considered an authorized driver/operator.

c. Certified Driver/Operator: any active employee who has received and maintained state
certification in the State of Wisconsin shall be considered a certified driver/operator for
vehicles indicated on the certificate.

3.10 Minimum Training and Experience
Firefighters recognized as being authorized or certified to drive and operate emergency vehicles
shall comply with the following:
a. Meet all requirements for pumper and/or aerial operators as outlined by COMM 30.
This shall include:
i. AuthorizedT completion of an in-house training program equivalent to or more
restrictive than course requirements as outlined by the Wisconsin Board of
Vocational, Technical and Adult Education or;
ii. Certifiedt completion of a formal course sponsored by the Wisconsin Board of
Vocational, Technical and Adult Education and successful achievement of state
certification.
b. Written approval by the assigned Fire Department Officer.
c. Additional written approval by the department mechanic or recognized experienced
driver if the department officer elects to utilize this optional 3rd party assessment.
d. Possession of a valid Wisconsin Vehicle Operators License (CDL preferred).

All certified or authorized driver/operators shall maintain their state certification or in-house
authorization. Driver/operators may be periodically reviewed by their assigned officer or Training
Officer.

Certified driver/operators will be given preference over authorized driver when both parties are
available for duty assignment.

Town of Menasha Fire Department
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3.11 Training

If a new fire fighter has completed six months of employment or has the State of Wisconsin
driver/operator certification, he/she may begin driving or pumping during non-emergency training
drills. A fire department officer or officer approved certified or qualified driver (with 1 year of
driving experience) must accompany the trainee at all times. A minimum of three personnel shall be
on the vehicle and if an alarm is assigned to the vehicle, the trainee shall be immediately replaced
with an authorized or certified driver. Before official authorization or certification the fire fighter
must have at least one year of verifiable experience.

3.12 Squads or Othelfown Vehicles:
Driver/operators may operate vehicles such as squads if the driver possesses a valid Wisconsin
Driver's license. These vehicles shall not be driven in the emergency mode unless driven by an
authorized or certified driver/operator.

3.13 Position Summary:
The driving of fire apparatus to and from the scene of fires and other emergencies, operating pumps
and other mechanical equipment as required.

This position involves the responsibilities of a fire fighter plus general duties related to the care and
use of department equipment and property.

3.14  Characteristic Work of the Position:
a. Definition: This work is performed at a professional level in the fields of fire prevention,
suppression, rescue and training.
b. Nature: Under the direct supervision of a Company Officer, perform such duties and
activities as may be required in the codes and ordinances, State statutes, and the rules
and regulations of the Department.

3.15 Fundamental Duties and Ancillary Responsibilities:
a. Fundamental Job Duties:
i. Safely drive firefighting apparatus to and from fires or other emergencies
following laws and regulations, operating pumps and other mechanical
equipment as required, keep inventory of tools, and equipment on apparatus.

Town of Menasha Fire Department
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ii. Clean and service assigned apparatus, maintaining it in a condition of readiness,
report mechanical failures or difficulties and missing or damaged equipment to
the proper authority.

iii. Operate, without direct supervision, various Fire Department pumping
apparatus with multiple water intake and discharge situations at an emergency
scene.

iv. Perform required apparatus maintenance, cleaning duties, inventory checks and
weekly inspections. Additionally, after every emergency response or training
drill, inventories must be checked before leaving emergency scene.

v. Participate in Department training sessions and company drills.

b. Ancillary Job Responsibilities:

i. Perform general firefighting duties as assigned.

ii. As part of in-service training, inspect public buildings, industry, business
hospitals and nursing homes, schools and places of assembly for fire hazards or
conditions dangerous to life and property.

3.16  Qualifications:
a. Essential Knowledge, Skills and Abilities:

i. Ability to establish and maintain effective working relationships with other
members of the Department, community officials, and the general public.

ii. Extensive knowledge of the geography of the Town of Menasha, the location of
streets, the nature and location of hazardous premises, principal buildings, fire
alarm reporting equipment and hydrant or other water source locations.

iii. Thorough knowledge of the mechanical principles involved in the operation of
fire apparatus and allied equipment.

iv. Considerable knowledge of fire service hydraulics and the operation of water
distribution systems.

v. Ability to understand and follow oral and written instructions, to react quickly
and calmly under emergency conditions and to use judgment in making work
decisions.

vi. Considerable skill in the use and operation of mechanical and automotive fire
equipment with the ability to demonstrate its use and operation to others.

vii. Considerable skill in the driving of fire apparatus or other emergency vehicles.
viii. Knowledge of modern fire prevention and suppression practices.

ix. Annual Training Requirements: 50 hours of training annually (calendar year)
including attending a minimum of 50% of the department training drills along
with approved training outside of the regular department training program.

b. Special Requirements:

Town of Menasha Fire Department
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i. Aerial devices or other specialized motorized equipment require additional
authorization or certification relevant to the vehicle's unique function.

¢. Non-Discrimination:

i. All positions and promotions within the rank of the Town of Menasha Fire
Department will be filled according to the Equal Rights Act with no
discrimination shown on the basis of race, religion, color, sex, age, national
origin or disability and under the guidelines set forth under the Town of
Menasha Affirmative Action Plan.

FLEET MAINTENANCE MANA

3.17 Position Summary:
The Fleet Maintenance Manager oversees and maintains an effective fleet maintenance program
that prolongs the life of fire department apparatus, ensures safe operation of all equipment and
completes repairs in a timely manner.

This position involves extensive knowledge of all fire department apparatus and equipment
maintenance needs. The ability to recognize when repairs should be performed by an authorized or
qualified service center is equally important.

3.18 Characteristic Work of the Position:

a. Definition: This work is performed at a professional level in the field of automotive,
diesel and small equipment repairs and preventive maintenance.

b. Nature: Under the general supervision of the Fire Chief, perform such duties and
activities as may be required to keep apparatus within warranty requirements, to
maintain efficient operating conditions and repair items on an "as needed" basis. The
position requires extensive self-directed planning; organizing and supervision of fire
fighter assistants to complete regularly scheduled preventive maintenance periods.

3.19 Fundamental Duties and Ancillary Responsibilities:
a. Fundamental Job Duties:
i. Plans regularly scheduled workdays for preventive maintenance tasks utilizing

Firefighters to complete work details.

ii. Will utilize sound judgment on when vehicle repairs should be completed by an
outside agency that is authorized or qualified to perform such work.

iii. Makes recommendations to the Fire Chief regarding the disposition of various
fire apparatus and equipment.

Town of Menasha Fire Department
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iv. Assists the Fire Chief in developing a budget regarding apparatus maintenance
and equipment repair.

v. Ensures that all fire pumps are service tested annually and the aerial device is
tested by an authorized evaluator on an annual basis.

vi. Supervise and review weekly apparatus inspections conducted by the
Firefighters and ensure that vehicle and station inventories are complete and
accurate.

b. Ancillary Job Responsibilities:
i. Develop and maintain thorough written or computerized records detailing work
performed on all apparatus and equipment.
ii. Maintains an adequate inventory of repair parts, oil, anti-freeze, grease and
other items needed on a regular basis to service vehicles and equipment.

iii. Follow Town policy-and procedures regarding the purchase of items needed for

the maintenance program.

3.20 Qualifications:
a. Essential Knowledge, Skills and Abilities:

i. Ability to establish and maintain effective working relationships with other
members of the Department, community officials and the general public.

ii. Ability to supervise and coordinate fire fighter personnel to aid and assist in
assigned maintenance work.
iii. Ability to plan and organize work details and schedule regular preventive
maintenance assignments.
iv. Knowledge and familiarity with various outside repair agencies capable of
servicing heavy-duty equipment.
v. Capability to handle or assign emergency repairs as needed.
vi. Considerable knowledge of gasoline and diesel engines, fire pumps and small
equipment.
vii. Ability to develop and maintain accurate written or computerized records.
b. Minimum Training and Experience:

i. The position of Fleet Maintenance Manger may be assigned to, but not
necessarily, a Lieutenant in the Fire Department. The manager is encouraged to
attend local and regional training available that applies to vehicle maintenance
and repair. Whether assigned to a fire fighter or officer, the personnel's main
position description takes priority over requirements set forth in this position
description.

c. Annual Training Requirements:
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i. 50 hours of training annually (calendar year) including attending a minimum of
50% of the department training drills along with approved training outside of
the regular department training program.

d. Non-Discrimination:

i. All positions and promotions within the rank of the Town of Menasha Fire
Department will be filled according to the Equal Rights Act with no
discrimination shown on the basis of race, religion, color, sex, age, national
origin or disability and under the guidelines set forth under the Town of
Menasha Affirmative Action Plan.

3.21 Position Summary:
Company Officers require in addition to fire fighter and driver/operator responsibilities, supervising
the activities of a fire company in the station and at fires and other emergencies. It also requires
responsibility for the proper operation and maintenance of the apparatus, equipment and fire
station. Staff responsibilities as assigned by the Chief of Department are also a requirement of this
position.

Company officers perform a wide variety of firefighting and related duties, including, but not limited
to, preparation of required reports and records, ensuring compliance with apparatus and equipment
maintenance policies, supervising fire fighting and rescue operations, maintaining operational
efficiency of their crews through participation in departmental training programs and company
drills, enforcement of discipline and the rules and regulations of the Fire Department.

3.22  (haracteristic Work of the Position:
a. Definition: This work is performed at a professional level in the fields of fire prevention,
suppression, rescue, training, and public fire safety education.
b. Nature: Under the supervision of the superior officers of the Department perform such
duties and activities as may be required in the codes, ordinances, State statutes, and the
rules and regulations of the Fire Department.

3.23 Fundamental Duties and Ancillary Responsibilities:
a. Fundamental Job Duties:
i. Respond to fire and emergency alarms, advise driver/operator concerning the
route to follow, evaluate the emergency and direct company operations for
initial attack.

Town of Menasha Fire Department
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Direct and assist the work of subordinates at the scene of a fire or other
emergency and at the station unless relieved by a superior officer.

Inspect apparatus, equipment, grounds, and station to ensure proper order and
condition.

Prepare records and reports of company responses to fires or other
emergencies, personnel actions, and such other information as may be
required.

Maintain discipline and adherence to the rules and regulations of the standard
operating guidelines of the Department.

Assume and carry out staff responsibilities as assigned.

Assume specialized responsibilities and roles as assigned. These roles may
include, but are not limited to, Safety Officer, Fleet Maintenance Manager, SCBA
Team Leader, Fire Hose Coordinator, Protective Clothing Coordinator or
Communications Manager. These roles may include bid proposals, specification
development, annual tests, research, inventory control, issuing of equipment,
repair, management and product investigation.

Conduct Firefighter written performance evaluations and complete written
recommendations on probationary Firefighters.

b. Ancillary Job Responsibilities:

3.24  Qualifications:

Assist in training of subordinates during company or Department drills using
lecture, practical performance, and demonstration methods.

Act as a superior officer when required.

Perform fundamental fire fighter duties when required.

a. Essential Knowledge, Skills and Abilities:

Vi.

Ability to establish and maintain effective working relationships with other
members of the Department, community officials, and the general public.
Extensive knowledge of the geography of the Town of Menasha, the location of
streets, the nature and location of hazardous premises, principal buildings, fire
alarm reporting equipment and hydrant or other water source locations.
Thorough knowledge of the use of firefighting apparatus and tools and the
ability to demonstrate their use to others.

Considerable knowledge of the principals and practices of fire prevention,
suppression, and investigation with the ability to apply them.

Ability to evaluate fires, recognizes danger, and takes the necessary action for
the protection of lives and property.

Ability to conduct training for Fire Department personnel.

Town of Menasha Fire Department
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vii. Ability to express ideas clearly, concisely, orally, and in writing to groups and
individuals.
viii. Ability to maintain discipline among subordinates in the Department.
b. Minimum Training and Experience:

i. Such training as may have been gained through participation in fire prevention,
suppression, rescue, public fire safety education and administrative courses,
and two years of verifiable fire service experience. Within one year of
appointment be able to obtain and maintain Wisconsin Fire Service Instructor |
certification.

ii. Possession of a valid Wisconsin Motor Vehicle Operators License.

c. Special requirements before eligible to submit application for a Lieutenant's Position:

i. Possession of, Wisconsin Fire Service or National Certification at the Firefighter
Il level (NFPA).

ii. Town of Menasha Fire Department Driver/Operator qualified or certified.

iii. Non-probationary employee meeting active status requirements as outlined in
Department Standard Operating Guidelines.
iv. A minimum of 2 years of verifiable fire service experience.
d. Annual Training Requirements:

i. 55 hours of training annually (calendar year) including attending a minimum of
50% of the department training drills along with approved training outside of
the regular department training program.

e. Non-Discrimination:

i. All positions and promotions within the rank of the Town of Menasha Fire
Department will be filled according to the Equal Rights Act with no
discrimination shown on the basis of race, religion, color, sex, age, national
origin or disability and under the guidelines set forth under the Town of
Menasha Affirmative Action Plan.

EMERGENCY OPERATIONS CA

3.25 Position Summary:
Division Officer Positions require, in addition to fire fighter and driver/operator responsibilities,
supervising the activities of a fire company in the station and at fires and other emergencies. It also
requires responsibility for the proper operation and maintenance of the apparatus, equipment and
fire station. Staff responsibilities as assigned by the Chief of Department are also a requirement of
this position.

Division Captains perform a wide variety of fire fighting and related duties, including, but not limited
to, preparation of required reports and records, ensuring compliance with apparatus and equipment

Town of Menasha Fire Department
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maintenance policies, supervising fire fighting and rescue operations, maintaining operational
efficiency of their crews through participation in departmental training programs and company
drills, enforcement of discipline and the rules and regulations of the Fire Department.

3.26  Characteristic Work of the Position:
a. Definition: This work is performed at a professional level in the fields of fire prevention,
suppression, rescue, training, and public fire safety education.
b. Nature: Under the supervision of the Chief officer(s) of the Department perform such
duties and activities as may be required in the codes, ordinances, State statutes, and the
rules and regulations of the Fire Department.

3.27 Fundamental Duties and Ancillary Responsibilities:
a. Fundamental Job Duties:

i. Respond to fire and emergency alarms in fire department apparatus, advise
driver/operator concerning the route to follow, evaluate the emergency,
establish Incident Command and direct company operations for initial attack.

ii. Direct and assist the work of subordinates at the scene of a fire or other
emergency and at the station unless relieved by a superior officer.

iii. Assume the role of Incident Commander when necessary for efficient and safe
emergency scene operations.

iv. As an Emergency Scene Incident Commander, implement and coordinate a
formal incident management system emphasizing firefighter and civilian safety.

v. Inspect apparatus, equipment, grounds, and station to ensure proper order and
condition. Prepare and maintain budget and procurement procedures
according to Town policy regarding such items.

vi. Prepare written or computerized records and reports of company responses to
fires or other emergencies, personnel actions, and such other information as
may be required.

vii. Maintain discipline and adherence to the rules and regulations of the standard
operating guidelines of the Department.

viii. Supervise the preventive maintenance and repair duties of the Fleet
Maintenance Manager.

ix. Make recommendations with supporting documentation regarding the need for
specialized apparatus or equipment.

Xx. Conduct formal incident critiques after significant emergencies for the purposes
of improving proficiency.

xi. Develop and maintain accurate target hazard pre-plans and map books.

Town of Menasha Fire Department
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Conduct written performance evaluations on employees as necessary or
assigned.

b. Ancillary Job Responsibilities:

3.28 Qualifications:

Assist in training of subordinates during company or Department drills, using
lecture, practical performance, and demonstration methods.

Assume and carry out staff responsibilities as assigned by the Chief of
Department (including Training Division).

Assist in the preparation of the fire department budget.

Assist in the development of standard operating guidelines governing both the
emergency and non-emergency operations of the department.

During any absence of the Chief or Deputy Chief/Fire Marshal of the
Department, shall assume responsibilities related to
response/apparatus/facilities and equipment issues (shared responsibility- 2
Captains).

a. Essential Knowledge, Skills and Abilities:

Vi.
Vii.

viii.

Xi.

Xii.

Ability to establish and maintain effective working relationships with other
members of the Department, community officials, and the general public.
Extensive knowledge of the geography of the Town of Menasha, the location of
streets, the nature and location of hazardous premises, principal buildings, fire
alarm reporting equipment and hydrant or other water source locations.
Thorough knowledge of the use of firefighting apparatus and tools and the
ability to demonstrate their use to others.

Considerable knowledge of the principals and practices of fire prevention and
suppression with the ability to apply them.

Ability to evaluate fires, recognize danger, and take the necessary action for the
protection of lives and property.

Ability to conduct training for Fire Department personnel.

Ability to express ideas clearly, concisely, orally, and in writing to groups and
individuals.

Ability to maintain discipline among subordinates in the Department.

Ability to communicate clearly on radio or mobile data communication devices.
Ability to recognize signs and symptoms of unsafe building conditions under fire
conditions and when interior operations should cease.

Extensive knowledge of fireground strategic priorities and when it is appropriate
to use either offensive or defensive modes of attack.

Ability to recognize the need and take appropriate action when mutual aid
Support is needed on the emergency scene.

Town of Menasha Fire Department
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xiii. Ability to develop and coordinate continual work with useable target hazard
pre-plans and map books.
b. Minimum Training and Experience:
i. Such training as may have been gained through participation in fire prevention,
suppression, rescue, public fire safety education and administrative courses,
and a minimum of four years of verifiable fire service experience. Within 12
months of appointment, be able to obtain and maintain a Wisconsin Fire Service
Officer | certification and within 24 months, be able to obtain and maintain
Wisconsin Fire Service Instructor | certification.
ii. Possession of a valid Wisconsin Motor Vehicle Operators License.
Special Requirements Before Eligible to Submit Application forthe/ I LI I A Y Q&
i. Possession of valid Wisconsin Fire Service or National Certification at the Fire
Fighter Il level (NFPA).
ii. Town of Menasha Fire Department Driver/Operator qualified or certified.
iii. Non-probationary employee meeting active status requirements as outlined in
Department Standard Operating Guidelines.
iv. A minimum of four (4) years of verifiable fire service experience.
d. Annual Training Requirements:

o

i. 60 hours of training annually (calendar year) including attending a minimum of
50% of the department training drills along with approved training outside of
the regular department training program.

e. Reassignments:

i. The Fire Chief retains the right to rotate Captains to the other Captain's Division.
On a periodic basis Captains in the Personnel or Training Division could be
reassigned a Captain's position in Emergency Operations. The previous
Emergency Operations Captain(s) would then assume responsibilities in
Personnel or Training.

f.  Non-Discrimination:

i. All positions and promotions within the rank of the Town of Menasha Fire
Department will be filled according to the Equal Rights Act with no
discrimination shown on the basis of race, religion, color, sex, age, National
origin or disability and under the guidelines set forth under the Town of
Menasha Affirmative Action Plan.

PERSONNEL CAP

3.29  Position Summary:

Town of Menasha Fire Department
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3.30

3.31

Division Officer positions require, in addition to firefighter and driver/operator responsibilities,
supervising the activities of a fire company in the station and at fires and other emergencies. Staff
responsibilities as assigned by the Chief of Department are also a requirement of this position.

Division Captains perform a wide variety of fire fighting and related duties, including, but not limited
to, preparation of required reports and records, ensuring compliance with apparatus and equipment
maintenance policies, supervising fire fighting and rescue operations, maintaining operational
efficiency of their crews through participation in departmental training programs and company
drills, enforcement of discipline and the rules and regulations of the Fire Department.

The position involves administrative work in the direction of personnel issues including the
supervision of employee activities to ensure they comply with Department policies, procedures and
special instructions.

It also involves specialized work in the management of recruitment, retainment and reward systems
for all paid-on-call Firefighters.

Characteristic Work of the Position:

a. Definition: This work is performed at a professional level in the field of fire service
personnel management.

b. Nature: Under the general supervision of the Chief officer (s) of the Department,
perform such duties and activities as may be required to maintain a high level of
competence in the Department and/or by the codes and ordinances, State statutes, and
the rules and regulations of the Department.

Fundamental Duties and Ancillary Responsibilities:
a. Fundamental Job Duties:
i. Assist in the development of minimum employee standards for all Fire

Department personnel.

ii. Plan, organize, supervise and coordinate the Fire Department hiring program.

iii. Schedule and conduct interviews, physical agility tests, and orientation for all
Fire Department firefighter candidates.

iv. Prepare and maintain current hard copy or computer files of all personnel
records and ensure that all members maintain current required certifications.

v. Demonstrate the proper methods of performing the various techniques of
modern firefighting.

Town of Menasha Fire Department
Public Education: Our first line of defense
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Determine the need for new personnel policies. Evaluate new hiring
techniques, methods and procedures. Prepare and maintain budget and
procurement procedures according to Town policy regarding personnel issues.
Maintain discipline and adherence to the rules and regulations of the standard
operating guidelines of the Department.

Coordinate community and department-wide efforts to recruit, hire, reward and
maintain a competent paid-on-call staff of fire fighters.

Conduct progress reports with recruit firefighters during their probationary
period to ensure that questions and problems can be addressed in a timely
manner.

Conduct written performance evaluations on employees as necessary or
assigned.

b. Ancillary Job Responsibilities:

Vi.

3.32 Qualifications:

Assist in the development of standard operating guidelines governing both the
emergency and non-emergency operations of the Department.

Assume and carry out staff responsibilities as assigned by the Chief of
Department (including Training Division).

Assist in the preparation of the fire department budget.

Function as an Emergency Scene Incident Officer in the absence of an
Emergency Operations Captain or when so directed to do so by the Chief or
appropriate S.0.G.s.

When requested, assist other Officers and the Chief of Department with
coaching/counseling and disciplinary issues concerning Department personnel.
During any absence of the Chief or Deputy Chief of the Department shall
assume responsibilities related to personnel issues.

a. Essential Knowledge, Skills and Abilities:

Vi.

Ability to establish and maintain effective working relations with the Fire
Department personnel, community officials, and the general public.
Considerable knowledge of the principals and practices of fire prevention and
suppression with the ability to apply them.

Ability to conduct training for Fire Department personnel.

Extensive knowledge of, and skill in the use and operation of the various types
of fire fighting equipment and apparatus and an ability to demonstrate their use
to others.

Ability to maintain discipline among subordinates in the Department.

Ability to communicate clearly on radio or mobile data communication devices.

Town of Menasha Fire Department
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vii. Ability to assist the Chief of Department in the development of minimum hiring
standards and personnel policies for all Fire Department personnel.
viii. Ability to express ideas clearly, concisely, orally and in writing to groups and
individuals.
ix. Ability to evaluate Department operations.
X. Ability to utilize computerized record keeping programs.
b. Minimum Training and Experience:

i. Such training as may have been gained through participation in fire prevention,
public fire safety education, suppression and rescue education and training
courses and a minimum of four years of verifiable fire service experience.
Within twelve months of appointment, be able to obtain and maintain
Wisconsin Fire Service Officer | certification and with twenty-four months be
able to obtain and maintain Wisconsin Fire Service Instructor | certification.

c. Special Requirements Before Eligible to Submit Application forthe/ I LJG I A Y Q&

i. Possession of current Wisconsin Fire Service or National Certification at the Fire
Fighter Il level (NFPA).

ii. Town of Menasha Fire Department Driver/Operator qualified or certified.
iii. Non-probationary employee meeting active status requirements as outline in
Department Standard Operating Guidelines.
iv. A minimum of four years verifiable fire service experience.
d. Annual Training Requirements:

i. 60 hours of training annually (calendar year) including attending a minimum of
50% of the department training drills along with approved training outside of
the regular department training program.

e. Reassignments:

i. The Fire Chief retains the right to rotate Captains to the other Captain's Division.
On a periodic basis Captains in the Personnel or Training Division could be
reassigned a Captain's position in Emergency Operations. The previous
Emergency Operations Captain(s) would then assume responsibilities in
Personnel or Training.

f.  Non-Discrimination:

i. All positions and promotions within the rank of the Town of Menasha Fire
Department will be filled according to the Equal Rights Act with no
discrimination shown on the basis of race, religion, color, sex, age, national
origin or disability and under the guidelines set forth under the Town of
Menasha Affirmative Action Plan.

TRAINING CAPTA

Town of Menasha Fire Department
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Position Summary:
Division Officer positions require the implementation, delivery, coordination and supervision of fire

prevention, suppression and rescue training programs.

Division Captains perform a wide variety of fire fighting and related duties, including, but not limited

to, preparation of required reports and records, ensuring compliance with apparatus and equipment

maintenance policies, supervising fire fighting and rescue operations, maintaining operational

efficiency of their crews through participation in departmental training programs and company

drills, enforcement of discipline and the rules and regulations of the Fire Department.

The position involves administrative work in the direction of the training program including the

supervision of the activities to ensure they comply with Department policies, procedures and special

instructions.

It also involves specialized work in the instruction and training of officers and Firefighters in the

presentation of fire safety programs for the public, and the ability to develop, coordinate and

supervise this activity.

Characteristic Work of the Position:
a. Definition: This work is performed at a professional level in the field of fire service

education and training.

b. Nature: Under the general supervision of the Chief Officer(s) of the Department,

perform such duties and activities as may be required to maintain a high level of

competence in the Department and/or by the codes and ordinances, State statutes, and

the rules and regulations of the Department.

Fundamental Duties and Ancillary Responsibilities:
a. Fundamental Job Duties:

Assist in the development of minimum standards of training and technical
competence for all Fire Department personnel.

Plan, organize, deliver, supervise and coordinate the Fire Department training
program.

Schedule and conduct training for all Fire Department personnel.

Monitor computer files of all training records and working with the Personnel
Captain ensure that all members maintain current required certifications.
Demonstrate the proper methods of performing the various techniques of
modern fire fighting.

Town of Menasha Fire Department
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vii. Determine the need for new training material, evaluate new techniques,
methods and procedures. Prepare and maintain budget and procurement
procedures according to Town policy regarding training items.

viii. Plan, organize, and supervise the work of subordinate instructors.

ix. Schedule and conduct special courses for Fire Department personnel.

X. Participate in local, regional, State and national conferences and seminars on
fire prevention, suppression, rescue and public fire safety training to maintain a
continuing level of professional and technical competence.

xi. Conduct written performance evaluations on employees as necessary or
assigned.

b. Ancillary Job Responsibilities:

i. Assist in the development of standard operating guidelines governing both the
emergency and non-emergency operations of the Department.

ii. Conduct public fire safety education programs for schools, institutions, industry
and civic groups.

iii. Assist in the preparation of the fire department budget.

iv. Function as an Emergency Scene Incident Officer in the absence of an
Emergency Operations Captain or when so directed to do so by the Chief
orappropriate S.0.G.s.

3.36  Qualifications:
a. Essential Knowledge, Skills and Abilities:
i. Ability to establish and maintain effective working relations with the Fire
Department personnel, community officials, and the general public.

ii. Thorough knowledge of fire prevention practices, fire fighting and rescue
techniques and the scientific principles involved in fire suppression.

iii. Considerable knowledge of explosives, hazardous properties and potentials of
liquids and gases as well as the combustion qualities of materials used in the
construction of commercial and residential buildings.

iv. Extensive knowledge of, and skill in the use and operation of the various types
of fire fighting equipment and apparatus and an ability to demonstrate their use
to others.

v. Considerable knowledge of teaching methods and training aids with the ability
to supervise and conduct the training and instruction of Department personnel
and others.

vi. Considerable knowledge of the principles of building construction.

vii. Ability to plan, prepare and present instructional material, to simulate
emergency conditions and maintain the interest of those being trained.

Town of Menasha Fire Department
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viii. Ability to determine the need for new training material and evaluate new
techniques, methods and procedures.

ix. Ability to assist the Chief of Department in the development of minimum
standards of training and technical competence for all Fire Department
personnel.

X. Ability to express ideas clearly, concisely, orally and in writing to groups and
individuals.

xi. Ability to evaluate Department operations.

xii. Thorough knowledge of fire prevention codes and ordinances, fire hazards, the
methods and techniques of fire inspection and investigation.
xiii. Ability to utilize computerized record keeping programs.
xiv. Thorough knowledge of recognized State and National Standards (NFPA).
b. Minimum Training and Experience:

i. Such training as may have been gained through participation in fire prevention,
public fire safety education, suppression and rescue education and training
courses and a minimum of four years of verifiable fire service experience.
Within twelve months of appointment, be able to successfully complete The
National Fire Academy course, Instructional Techniques for Company Officers
and with twenty-four months be able to obtain and maintain Wisconsin Fire
Service Instructor | certification and Wisconsin Fire Service Officer | certification.

c. {LISOALEt wSIljdANBYSyiGa .S¥2NB 9fA3IAo6f S

i. Possession of current Wisconsin Fire Service or National Certification at the Fire
Fighter Il level (NFPA).

ii. Town of Menasha Fire Department Driver/Operator qualified or certified.

iii. Non-probationary employee meeting active status requirements as outline in
Department Standard Operating Guidelines.

iv. A minimum of four years verifiable fire service experience.

d. Annual Training Requirements:

i. 60 hours of training annually (calendar year) including attending a minimum of
50% of the department training drills along with approved training outside of
the regular department training program.

e. Reassignments:

i. The Fire Chief retains the right to rotate Captains to the other Captain's
Division. On a periodic basis Captains in the Personnel or Training Division could
be reassigned a Captain's position in Emergency Operations. The previous
Emergency Operations Captain(s) would then assume responsibilities in
Personnel or Training.

f.  Non-Discrimination:

i. All positions and promotions within the rank of the Town of Menasha Fire

Department will be filled according to the Equal Rights Act with no

Town of Menasha Fire Department
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discrimination shown on the basis of race, religion, color, sex, age, national
origin or disability and under the guidelines set forth under the Town of
Menasha Affirmative Action Plan.

DEPUTY FIRE CHIEF / FIRE MAI

3.37 Position Summary:
The coordination and supervision of fire prevention, public fire safety education and other services
for the protection of life and property from fire or other disaster.

The position involves administrative work in the performance and direction of activities including

compliance with administrative codes, laws and ordinances, policies, procedures and/or special
AYAGNHzOGA2yas YR FANB Ay@SaidAadaliAirzya -iky GKS ¢ 2«
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The primary focus of this position is fire prevention, leaving day-to-day management of the fire

department with the fire chief.

It also involves specialized work in the instruction and training of the public and Fire Department
personnel in the techniques of fire safety and the ability to develop, coordinate and conduct an
effective program of fire prevention and education.

3.38  Characteristic Work of the Position:

a. Definition: This work is performed at a professional level in the fields of fire prevention,
suppression, training, and public fire safety education.

b. Nature: Under the supervision of the Chief of Department, perform such duties and
activities as may be required in the codes and ordinances, State statutes and the rules
and regulations of the Fire Department. In the absence of the Fire Chief, shall serve as
Acting Fire Chief of the department.

3.39 Fundamental Duties and Ancillary Responsibilities:
a. Fundamental Job Duties:

i. Assume responsibility for the operation of the fire prevention and public safety
programs under the supervision of the Chief of Department.

ii. Assist the Chief of Department in the development of standards for fire safety in
the Town of Menasha. Review building plans and site plans for recognized
fire/life safety standards.

iii. Assist in the implementation of public fire safety education programs.

Town of Menasha Fire Department
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Coordinate the investigation of fires and analyze findings to determine the
cause of fires.

Coordinate and conduct the fire prevention and inspection program

Prepare written or computerized reports of inspections, investigations and
training and maintain a file of all records.

Demonstrate knowledge of the proper methods of performing the various
techniques in fire prevention, investigation and education.

Assist the Chief of Department in the review and approval of plans for
construction, installation and operation of equipment and structures to ensure
they meet the fire safety requirements for the State codes and local ordinances.
Assist in the development and maintenance of an effective system of records
and reports of inspections, investigations and other activities as required by the
State of Wisconsin and the Department (based on 2% Dues Regulations).
Supervise Fire Investigation Bureau members.

Assist in the preparation of the fire department budget related to prevention,
investigation and public education.

Conduct plan review, installation inspections and permit inspections of
aboveground and underground storage tanks based on contractual agreements
with the Department of Commerce and COMM 10.

Ly GKS 104Sy0S 2F GKS CANB / KASTZ
accountable for all duties and responsibilities of the Fire Chief.

b. Ancillary Job Responsibilities:

Quialifications

Schedule and conduct fire inspection training courses for all Fire Department
personnel.

Participate in local, regional, State and national conferences and seminars on
fire prevention, investigation, education, and suppression to maintain a
continuing level of professional and technical competence.

Assume Incident Command positions as directed during an emergency incident.
Capable of assuming the Incident Commander position if necessary. Normal
emergency scene responsibility will be fire/accident investigation.

Respond to emergency requests for First Responder (EMS) service and render
appropriate medical care.

a. Essential Knowledge, Skill and Abilities:

Ability to establish and maintain effective working relationships with the
personnel of the Department, municipal officials and the general public.
Thorough knowledge of fire prevention practices, firefighting techniques and
the scientific principles of fire behavior.

Town of Menasha Fire Department
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Considerable knowledge of explosives, hazardous properties and potential
reactions of chemicals, liquids and gases as well as the combustion qualities of
materials used in the construction of commercial and residential buildings and
aboveground and underground storage tanks.

Considerable knowledge of the use of fire fighting tools and equipment.
Considerable knowledge of teaching methods and the ability to train and
instruct Fire Department personnel and the public.

Thorough knowledge of fire prevention codes and ordinances fire hazards and
the methods and techniques of fire inspection and investigations.

Ability to recognize existing or potential fire hazards in a wide variety of
structures or installations.

Knowledge of the principles and practices of building construction.

Ability to evaluate effectiveness of fire prevention, investigation and
educational activities and materials. Prepare and maintain budget and
procurement procedures according to Town policy regarding such items.
Ability to plan, coordinate, and supervise activities of subordinate personnel.

b. Minimum Training and Experience:

Such training as may have been gained through participation in fire prevention,
suppression, public safety education, and administrative training programs and
courses and five years of verifiable fire service experience as a fire fighter or
officer.

c. Special Requirements/Certifications:

vii.
viii.
iX.
X.

Minimum of an Associate of Science degree in fire science technology or related
field is preferred.

Maintain Wisconsin certifications:

Fire Officer |

Fire Inspector |

Fire Investigator

First Responder De-Fib.

Dept. of Commerce UST/AST Tank System Inspector

Commercial Building (preferred) Inspector

Possession of a valid Wisconsin Motor Vehicle Operators License.
Must maintain residency within 10 miles of the Town of Menasha.

d. Annual Refresher Training Requirements:

Such annual training as is required to maintain certifications as listed in section
08.40(c)¢ @

e. Non-Discrimination:

All positions and promotions within the rank of the Town of Menasha Fire
Department will be filled according to the Equal Rights Act with no
discrimination shown on the basis of race, religion, color, sex, age, national

Town of Menasha Fire Department
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origin or disability and under the guidelines set forth under the Town of
Menasha Affirmative Action Plan.

ASSISTANT FIRE PREVENTION G

3.41 Position Summary:
To perform fire prevention visits under the direct supervision of the Deputy Chief/Fire Marshal. To
assist the Deputy Chief/Fire Marshal in the areas of public fire safety education and other related
services for the protection of life and property from fire or other disaster.

This position involves administrative work in the performance and direction of activities including
compliance with administrative codes, laws and ordinances, policies, procedures and/or special
instructions of the Town of Menasha Fire Department.

3.42  Characteristic Work of the Position:
a. Definition: This work is performed at a professional level in the field of fire prevention,
and public fire safety education.
b. Nature: Under the supervision of the Deputy Chief/Fire Marshal, perform such duties
and activities as may be required in the codes and ordinances, State statutes and the
rules and regulations of the Fire Department.

3.43 Fundamental Duties and Ancillary Responsibilities:
a. Fundamental Job Duties:
i. Assist in assuming the responsibility for the operation of the fire prevention and
public safety programs under the Deputy Chief/Fire Marshal.
ii. Assist the Deputy Chief/Fire Marshal in the development of standards for fire
safety in the Town of Menasha.
iii. Assist in the presentation of public fire safety educational programs.
iv. Perform fire prevention visits within the fire prevention program.
v. Prepare written reports of fire prevention visits, and other related fire
prevention matters.
vi. Demonstrate knowledge of the proper methods of performing the various
techniques in fire prevention and education.
vii. Assist the Deputy Chief/Fire Marshal in the review and approval of plans for
construction, installation, and operation of equipment and structures so they
meet the fire safety requirements for State and local ordinances.

Town of Menasha Fire Department
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viii. Assist in the development and maintenance of an effective system of records
and reports of inspections, and other activities as required by the State of
Wisconsin and the Department.

ix. Communicate directly to the Deputy Chief/Fire Marshal or Chief Officers of the
Department about Fire Department matters. Communication to other
Department members and personnel outside of the Fire Department shall be
under the direction of the Deputy Chief/Fire Marshal.

b. Ancillary Job Responsibilities:
i. Perform other related duties or procedures for the operation of the fire
prevention bureau and the Department.

3.44  Qualifications:
a. Essential Knowledge, Skills and Abilities:

i. Demonstrates knowledge and understanding of fire prevention practices.

ii. Demonstrates knowledge and understanding of fire prevention codes and
ordinances, fire hazards and the methods and techniques of fire inspections;
ability to research specific subject areas and the ability to interpret fire codes
and ordinances.

iii. Ability to recognize existing or potential fire hazards in a wide variety of
structures or installations.

iv. Knowledge of the principles and practices of building construction.

v. Ability to establish and maintain effective working relationships with the
personnel of the Department, municipal officials, and the general public.

vi. Ability to evaluate the effectiveness of fire prevention and educational
activities.

vii. Demonstrates the ability to communicate in the written format as well as orally.
Demonstrates the ability to understand basic computer knowledge and skills.
b. Minimum Training and Experience:

i. Such training as may have been gained through participation in fire prevention,
public fire safety education or previous experience in loss prevention or
emergency response agencies.

c. Special Requirements:
i. Possession of or eligibility for Fire Service Certification 1031 Fire Inspector |.

ii. Possession of a valid Wisconsin Motor Vehicle Operators License.

d. Annual Refresher Training Requirements:

i. Such annual training as is required to maintain certification as a fire inspector as

outlined by the Wisconsin Department of Commerce.
e. Non-Discrimination:
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All positions and promotions within the rank of the Town of Menasha Fire
Department will be filled according to the Equal Rights Act with no
discrimination shown on the basis of race, religion, color, sex, age, national
origin or disability and under the guidelines set forth under the Town of
Menasha Affirmative Action Plan.

ADMINISTRATIVE ASSISTANT / PUBLIC SAFETY INS

***Special Note: his position description was replaced in 1/04 with Public Fire and Life Safety

Educator/Fire Department Associate.

Position Summary:
This position requires that the individual perform the work outlined below in the highest legal and
moral standards of this Department, the Town of Menasha, and the State of Wisconsin. The

philosophy of this individual must be one of public service, compromising their own personal
interest for the common good of the public. Specialized work with the instruction and training of the
public in the techniques of fire/life safety is necessary.

a. Definition: This work is to be performed at a professional level in the field of secretarial

science, fire prevention and public life safety education. Included is the coordination

and supervision of public life safety events.
b. Nature: Under the general supervision of the Chief of Department, perform such duties
and activities as may be required by the Department rules and regulations, codes,

ordinances, and State statutes.

Fundamental Duties and Ancillary Resphilities:
a. Fundamental Job Duties:

Maintain a variety of written or computerized files and records which are
required by the Department, including confidential personnel and labor relation
matters involving such matters as negotiation, contract administration,
litigation, and the application of personnel policies.

Submit monthly and annual statistical reports to the Fire Chief, including
compiling and distributing the monthly fire department newsletter.

Attend to the routine administration of the immediate office, including the
coordination of paid-on-call officer administrative matters.

Greets the public and answers all incoming telephone calls, including emergency
calls, and relay all messages to proper person or agency. Conduct and work in
promoting positive public relations and fire safety in all possible ways.

Town of Menasha Fire Department
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Act as private secretary and/or office assistant to the Fire Chief, Fire
Marshal/Deputy Chief and Paid-On-Call Officers.

Perform routine copying, sorting, distributing and filing, of incoming mail,
correspondence and the like.

Types letters, forms, memos, and other correspondence as necessary, including
all confidential matters relating to personnel and labor relations involving the
Department. A timed typing test, which is given by Fox Valley Technical College,
must obtain a minimum 60 wpm to be considered for this position.

Upkeep and maintain all office equipment and any equipment issued.

Ensure that the dissemination of all information or records in the Department
complies with the right to privacy act and the open records law.

Shall not reveal restricted Department information to non-department persons
without permission of the Chief of Department.

Review office operational procedures, and to recommend changes to maintain
an efficient operation of administrative services.

Perform other duties as deemed necessary by the Chief of Department to
maintain efficient administrative services to the Town of Menasha and the Fire
Department.

b. Ancillary Job Responsibilities:

Vi.
Vii.
viii.

3.47

Compose and submit monthly and annual statistical reports to the Town Board.
Coordinator of all public education life safety programs, demonstration and
events that promote proper fire and life safety behavior.

Conducts public education presentations to children, adults and businesses in
the Town of Menasha.

Coordinates the research, purchase, use and scheduling of the Neenah-
Menasha Life Safety House and other educational props, A/V tools and printed
educational material.

Review Department forms at least annually to ensure best possible usage.
Requisition office supplies as needed.

Maintain communications via two-way radio.

Under the direction of the Fire Chief or Fire Marshal/Deputy Chief, compile
information for representatives of the news media and release that information
in terminology that is easily understood by the general public.

At the request of the Fire Chief or Fire Marshal/Deputy Chief, attend and
participate in inter-departmental staff meetings.

3.47 Qualifications:

a. Essential Knowledge, Skills and Abilities:

Town of Menasha Fire Department
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i. Ability to establish and maintain an effective professional relationship with the
public and other employees.

ii. Demonstrate knowledge and understanding of fire/life safety prevention
practices.

iii. Possess the ability and skill to work under limited supervision; be able to
organize and prioritize work within the Department.

iv. Considerable knowledge of Departmental programs, operations, and policy as
well as teaching methods and the ability to train/instruct fire department
personnel and the general public.

v. Possess knowledge of modern office practices and procedures, and skill in their
application.

vi. Ability to evaluate the effectiveness of fire prevention and educational
activities.

vii. Considerable knowledge of business English, spelling, and composition. Testing
given by Fox Valley Technical College for this position requires a 75% or above
score on a recognized written comprehension test to be considered for this
position.

viii. Ability to compose a variety of correspondence and perform varied clerical
tasks.

ix. Operate an electronic data processing computer; word processing, CAD/RMS,
GIS listings and data entry.

b. Minimum Training and Experiences:

i. Preferred Associate Degree in Secretarial Science or related field; minimum of
two- (2) years secretarial experience.

¢. Annual Refresher Training Requirements:

i. Atleast 16 hours of approved annual (calendar year) training of a skill or nature
related directly to this position.

d. Non-Discrimination:

i. All positions and promotions within the rank of the Town of Menasha Fire
Department will be filled according to the Equal Rights Act with no
discrimination shown on the basis of race, religion, color, sex, age, national
origin or disability and under the guidelines set forth under the Town of
Menasha Affirmative Action Plan.

PUBLIC FIRE AND LIFE SAFETY EORCRAIRE DEPARTMENT ASSC

3.48 Position Summary
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and provide additional department support by performing as a first responder, Certified Child
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Passenger Safety Seat Technician and serves as administrative coordinator to the fire department
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This position requires that the individual perform the work outlined below in the highest legal and
moral standards of this department, the Town of Menasha and the State of Wisconsin. The
philosophy of this individual must be one of public service compromising their own personal interest
for the common good of the public.

a. Definitions:

i. Public Fire and Life Safety Educator: This work is to be performed at a
professional level in the field of public fire and life safety education, fire
prevention and media relations. Included is the coordination and supervision of
public life safety events.

ii. First Responder: Inaddition to the above, this position requires skills in
performing emergency medical care to patients with the primary concern being
personal safety for all parties involved. Care rendered parallels First Responder
Roles and Responsibilities as outlined by the State of Wisconsin.

iii. Public Information Officer: When acting in the capacity of the Public
Information Officer (PIO) this individual shall demonstrate the ability to impart
information to the public and media in a professional manner.

b. Nature: Under the general supervision of the Chief of Department, perform such duties
and activities as may be required by the Department rules and regulations, codes
ordinances and State statues.

3.49 Fundamental Duties and Ancillary Responsibilities:

a. Fundamental Job Duties:

b. Develop a fire and life safety education budget so that capital operating and personnel
costs are determined and justified.

c. Develop and implement a comprehensive organizational public fire and life safety
education strategy so that program goals, design, resources, implementation and
evaluation methods are included.

d. Identify sources, create and participate in a collaborative fire and life education
partnership so that a specific fire or injury priority is mitigated by the partnership.

e. Project current fire and life safety issues so that proactive planning is accomplished
within the organizational mission.

f. Develop a public policy recommendation so that the justification for the policy is
provided, the issue is explained, the policy identifies solutions, and the impact or benefit
from adopting the policy is stated.

g. Select, create and develop educational materials so that the materials created are
accurate, address the issue, and are specific to the audience.

Town of Menasha Fire Department
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h. Establish administrative policies for the public fire and life safety education program so
that program policies are clearly stated and support the organizational mission and
policies.

i. Create a training program for public fire and life safety educators so that the educators
are able to carry out the job performance requirements and that the training program
goals are achieved.

j.  Create an awareness campaign with the fire department so that all members are
AYF2NYSR 2F GKSANI NRES SAGKAY GKS 2NBFYAT

k. Create a comprehensive public fire and life safety education report for policy makers so
that educational strategies, goals, objectives, activities, impact, and outcomes are
clearly described.

|.  Prepare a written budget proposal for a specific program or activity, so that all
guidelines are followed and the budget identifies all program needs.

m. Establish public fire and life safety priorities with a program, so that local public fire and
life safety education activities address identified risk priorities.

Develop an evaluation strategy, so that program outcomes are measured.

o. Design an evaluation instrument, so that the evaluation instrument measures the
program outcome.
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requirements.

g. Develop lesson plans so that the objectives are met.

Adapt an education program, so that the learning objectives are achieved.

s. Document and prepare written reports of all public fire and life safety educational
activities so that all activities are recorded.

t. Maintain safety during fire and life safety activities so that public fire and life safety
activities are conducted without injury to educators or students.

u. Notify the public so that the location, date, time, topic and sponsoring agency are
included in any publicity for a fire and life safety program.

v. Distribute educational information, so that the information reaches the audience within
the specified time.

w. Coordinates the research, purchase, use and scheduling of the Neenah-Menasha Life
Safety House and other educational props, audio-visual tools and printed educational
material.

x. Coordinates special fire department public events that highlight the fire and life safety
mission.

y. { SNBSa a GKS ¢2¢6yQa / SNIAFASR / KAftR tlaaSy

i. Performs child passenger safety seat checks for the public.
ii. Maintains certification and in-service training consistent with program.

z. Serves as a First Responder.

i. Respond to emergency medical calls as needed during scheduled work time.

Town of Menasha Fire Department
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ii. Maintains certification and in-service training consistent with the program.

aa. Serves as the department Public Information Officer.

i. Conduct media interviews, so that all information compiled on worksheets is
disseminated to the media in a timely, accurate, and understandable manner.

ii. Establish a media area at an emergency incident, so that the area provides for
the safety of all media, provides communication with the incident commander,
and is accessible and clearly identified.

iii. Coordinates dissemination of information to specific non-media groups, so that
the information is communicated to the groups accurately and within the
desired timetable.

iv. Writes news releases, so that the news releases are accurate, pertinent, and
concise.

v. Writes media advisory so that the media advisories are accurate, pertinent, and
concise.

vi. Disseminates information to the media so that prior to deadline, the
information reaches the media in a form usable to each specific local, medium.

vii. Disseminates information to organization personnel so that the information
reaches all desired personnel within the time frame and is accurate and concise.
viii. Coordinates press conferences for local media, so that a site is obtained, desired
media notified, a press conference agenda is established, a media information
package is produced and participants in the conference are notified.
bb. Ancillary Job Responsibilities:

i. Coordinates administrative office activities to ensure timely productivity of
tasks. Tasks may include data entry into Records Management System, including
paid-on-call staff payroll entry, support of the departmental newsletter,
assisting with generation of annual report and processing of budgetary items.

ii. Attends training and meetings related to the scope of the job performance.

iii. Supports the daily departmental administrative operation by answering
telephone calls and providing guidance to the caller. By virtue of physical
location in the building serves as primary contact person for individuals coming
to the station for business. Provide general assistance.

iv. Performs other functions as required or assigned.

Quialifications:
a. Essential Knowledge, Skills and Abilities:
i. Knowledge of existing organizational policy, procedures and guidelines.
ii. Knowledge of learning theories; statistical analysis methods, resource
evaluation techniques.

Town of Menasha Fire Department
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Knowledge of fire behavior; organizational structure, function and operations;
human behavior during fire, injury causes/prevention; hazard identification and
correction/basic fire protection systems and devices; emergency reporting;
firefighter personal protective equipment; special needs for those with
disabilities and time management.

Ability to write reports and analyze data.

Ability to transfer content knowledge verbally and in writing.

Ability to communicate in writing and verbally.

Knowledge of report writing, professional appearance based on situation media
characteristics, news process, organizational policies, methods for informal
dissemination, laws and procedures for the release of information.

Ability to communicate verbally, in writing, to exhibit professional demeanor,
manage interaction with the media, and use various means of information
technology.

Ability to perform mid-level information analysis including the ability to review,
classify, categorize, prioritize and/or reference data, statues and/or guidelines
and/or group, rank, investigate and diagnose. Requires discretion in
determining and referencing such to establish standards to recognize interactive
effects and relationships.

Ability to provide guidance, assistance, and/or interpretation to others, such as
the public and fire department staff relative to fire and life safety education
initiatives, policies and procedures and standards to specific situations.

Ability to utilize a variety of reference, descriptive and/or advisory data and
information such as instructional text books, statutory codes, local ordinances,
schedules, financial statements, technical operating manuals, procedures,
guidelines and non-routine correspondence.

Ability to communicate orally and in writing with all fire department staff, other
town staff, the public and media.

Ability to perform mid-level information analysis including the ability to audit,
deduce, asses, conclude and appraise. Requires discretion in determining and
referencing established criteria that may define consequences and develop
alternatives.

Ability in influence, train, monitor, persuade, and convince, in favor of a desired
outcome. Requires the ability to act as a lead person on specific projects.
Ability to apply principles of influence systems such as teaching, leading,
managing, planning, coordinating and controlling. Ability to exercise
independent judgment to apply facts and principles for developing approaches
and techniques to problem resolution.

Ability to exercise judgment, decisiveness and creativity required in situations
involving the evaluation of information against sensory, judgmental and/or

Town of Menasha Fire Department
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subjective criteria, as opposed to criteria that are clearly measurable or
verifiable.

xvii. Ability to operate, maneuver and/or provide simple but continuous adjustments
on equipment, machinery or tools related to the presentation of public
education programs such as computer, audio-visual equipment, or visual props.

xviii. Ability to safely navigate around an emergency incident to obtain necessary
information to disseminate to the media without jeopardizing the operation at
hand or causing injury to self.

xix. Ability to coordinate eyes, hands and limbs on performing coordinated
movements such as demonstrations for public education.

xx. Ability to complete tasks involving the ability to exert light physical effort in
sedentary to light work, but which may involve some lifting, carrying, pushing
and pulling weighted objects weighing 10 to 30 pounds. In case of the First
Responder activities may involve heavy lifting of patients to make them
accessible to perform CPR or other life saving techniques.

xxi. Ability to recognize and identify similarities or differences between colors,
shapes, and sounds associated with job-related tasks.

xxii. Ability to work under generally safe and comfortable conditions where exposure
to environmental factors may cause discomfort and poses a limited risk of
injury.

xxiii. Ability to work in an emergency environment which may include inclement
weather and conditions in the performance of the First Responder duties or that
of the Public Information Officer. Requires the ability to determine the proper
personal protective gear for each circumstance.

b. Minimum Training and Experience:

i. High school diploma or equivalent with vocational/technical training in public
fire and life safety education or a related field with five years of progressively
responsible administrative assistant experience or any combination of
education and experience that provides equivalent knowledge, skills and
abilities.

ii. Three years of administrative experience or any combination of education and
experience that provide equivalent knowledge, skills and abilities or an
1 3420A1GS5SQa RSANBS Ay .dzaAySaa ! RYAyAaidl

iii. Completion of the State of Wisconsin First Responder or greater training course
and ability to maintain certification throughout employment. Must be
accomplished within the first eighteen (18) months of employment.

iv. Completion of the infant/child car seat technician training and maintain
throughout employment. Must be accomplished within first twenty-four (24)
months of employment.
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vi. Attend 50% of assigned Town of Menasha First Responder meetings/classes.
¢. Annual Refresher Training Requirements:

i. Atleast 16 hours of approved annual (calendar year) training of a skill or nature
related directly to this position.

d. Non-Discrimination:

i. All positions and promotions within the rank of the Town of Menasha Fire
Department will be filled according to the Equal Rights Act with no
discrimination shown on the basis of race, religion, color, sex, age, national
origin or disability and under the guidelines set forth under the Town of
Menasha Affirmative Action Plan.

3.51 Confidentiality:
Town of Menasha Staff may have access or knowledge of sensitive information related to
department operations or patient contact and at no time are to release such information without
authorization to do so. All and any requests made to a fire department staff member regarding
actions at emergency incidents must be referred to the Fire Chief for proper and legal release of
requested information.

FIRE CHI

3.52  Position Summary:
Perform the administrative functions of planning, organizing, directing, coordinating and controlling
the operations of the Department and the personnel under the jurisdiction of the Fire Chief.

This position involves the utilization of staff, development and training of personnel, performance
evaluation, organization morale, safety of personnel, equipment maintenance and utilization,
budget preparation, the enforcement of the codes and ordinances of the Town of Menasha and the
Wisconsin State Statutes as well as the rules and regulations of the Fire Department.

3.53  Characteristic Work of the Position:
a. Definition: This work, in the field of administration, prevention, suppression, and public
safety education is to be performed in a professional manner.
b. Nature: Atthe direction of the Town of Menasha Board of Supervisors, perform such
duties and activities as may be required by the codes, ordinances, State statutes, and
rules and regulations of the Fire Department.

Town of Menasha Fire Department
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3.54 Fundamental Duties and Ancillary Responsibilities:

3.55

a. Fundamental Job Duties:
i. Supervise all fire prevention, public education, rescue and fire suppression
activities of the Department.

ii. Review reports and records of Department activities and operations and take
appropriate action when required to assure they are effective.

iii. Respond to fires and other emergencies, determining what apparatus and
equipment is needed, making decisions as to the best methods of controlling
and extinguishing fires and direct the work of Department members.

iv. Establish minimum standards of training and technical competence for all Fire
Department personnel.

v. Develop rules, regulations and standard operating guidelines governing both the
emergency and non-emergency operations of the Department.

vi. Supervise the fire prevention inspection program as required by local codes and
ordinances and State statutes.

vii. Supervise the administration of the Department by budget preparation,
developing and maintaining an effective system of reports and records of
personnel actions alarm responses, fire and casualty reports, fire inspections
and investigations personnel training, quarters, apparatus, equipment
maintenance and testing.

viii. Develop long range plans for the training, operations, staffing and equipment
requirements of the Department.

ix. Develop and maintain effective working relationship with inter-Town
departments and local government agencies.

b. Ancillary Job Responsibilities:
i. Supervise the investigation of fires and analyze findings to determine causes of
fires.

ii. Develop and implement public safety education programs for civic, fraternal
educational, institutional or industrial organizations or agencies.

iii. Assist the Training Bureau with planning, organizing, supervising and
coordinating the Fire Department Training Program.

iv. Participate in local, regional, State and national conferences and seminars on
fire administration, prevention, public education and suppression to maintain a
continuing level of professional and technical competence.

Quialifications:
a. Essential Knowledge, Skills and Abilities:
i. Ability to establish and maintain effective working relations with the Fire
Department personnel, community officials and the general public.

Town of Menasha Fire Department
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Thorough knowledge of Fire Department administration, fire prevention
practices, fire fighting techniques, training and the scientific principles involved
in fire suppression.

Extensive knowledge of and skill in supervision of the operation of various types
of fire fighting equipment and apparatus.

Considerable knowledge of public relations.

Considerable knowledge of explosives, hazardous properties and potential
reactions of chemicals, liquids and gases as well as the combustion qualities of
materials used in the construction of commercial and residential structures and
aboveground and underground storage tanks.

Ability to plan, assigns, direct and supervises fire fighting equipment and
personnel under emergency conditions.

Ability to evaluate fires, recognizes danger, use sound judgement and react
calmly under emergency conditions.

Extensive knowledge of the geography of the community, the location of streets
the nature and location of hazardous premises, principal buildings, fire
communications equipment, fire hydrants and other water sources.

Ability to express ideas clearly, concisely, orally, and in writing to groups and
individuals.

Thorough knowledge of the use of fire fighting tools and equipment and an
ability to demonstrate their use to others.

Considerable knowledge of teaching methods and aids with the ability to
organize and supervise drill sessions and instruct personnel.

Thorough knowledge of fire prevention codes and ordinances, fire hazards,
methods and techniques of fire inspection and investigation.

Ability to plan, coordinate and supervise assignments within the Department.
Ability to perform job analysis and evaluate Department operations.

Thorough knowledge of Local, State and National Standards.

b. Minimum Training and Experience:

Such training as may have been gained through participation in fire prevention,
public fire safety education, fire suppression or administration courses.
Minimum of an Associate Degree in Fire Science or related field. Five years of
verifiable experience, two of which shall have been as a supervisory fire officer.

c. Special Requirements:

Possess and maintain Wisconsin Fire Officer | certification or higher and
Wisconsin Fire Instructor Ill certification (NFPA).
Possession of a valid Wisconsin Motor Vehicle Operators License.

d. Annual Refresher Training Requirements:

25 hours of training annually (calendar year) outside of the Department regular
training program of a skill nature directly related to the position.

Town of Menasha Fire Department
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e. Non-Discrimination:

i. All positions and promotions within the rank of the Town of Menasha Fire
Department will be filled according to the Equal Rights Act with no
discrimination shown on the basis of race, religion, color, sex, age, national
origin or disability and under the guidelines set forth under the Town of
Menasha Affirmative Action Plan.

SAFETY OFFI(

3.56 Position Summary:
The Safety Officer shall assist the Fire Chief in his/her ultimate responsibility for the safety and
health of the fire fighter. The Safety Officer shall report directly to the Fire Chief. The Safety Officer
shall chair the Health/Safety Task Force and conduct a minimum of two meetings each year.

3.57  Characteristic Work of the Position:

a. Definition: This work is performed at a professional level in the fields of accident
prevention, employee wellness, station safety, vehicle/equipment safety, training
safety, incident safety and accident investigation.

b. Nature: The position shall have the responsibility to recommend corrections of
violations of health and safety standards and have the authority to recommend
immediate corrections of situations that create an imminent hazard to personnel. The
position shall also have the authority to alter, suspend or terminate activities at an
emergency scene or training exercise when he/she judges those activities to be unsafe
or an imminent hazard.

3.58 Fundamental Duties and Ancillary Responsibilities:
a. Fundamental Job Duties:

i. Maintain a liaison with staff officers, fire fighters, equipment manufacturers,
regulatory agencies, safety specialists and the fire department physician.

ii. Develop and revise rules and regulations and suggested operating guidelines
pertaining to health and safety, and report to the fire chief on the adequacy and
effectiveness of the rules and regulations.

iii. ldentify and mitigate safety hazards at all fire department operations and be
involved in post-incident appraisals.

iv. Ensure that training in safety procedures is provided to all fire fighters. Training
shall address corrective actions recommended by accident investigations.

b. Ancillary Job Responsibilities:

Town of Menasha Fire Department
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i. The Safety Officer shall appoint a special committee to investigate every
accident where personnel injury or vehicle/equipment damage occurs. The
committee's investigation shall determine and report in writing: a) what took
place (facts) b) cause and c) what is needed to prevent a future accident.

3.59 Qualifications:
a. Essential Knowledge, Skills and Abilities:

i. Knowledge of federal, state and local laws and standards regulating fire fighter
health and safety.

ii. Knowledge of potential health and safety hazards involved in fire department
operations.

iii. Knowledge of the principles and techniques of managing a health and safety
program.

iv. Ability to investigate accidents in a neutral, objective manner.

v. Ability to communicate verbally (and in written form) in an effective manner.

vi. Skill in educating personnel to the significance of accident prevention and
personal wellness.

b. Minimum Training and Experience:

i. Minimum of three- (3) years experience as a fire fighter or health related field.

ii. Specialized training in fire department health/safety programs and incident
scene safety.

¢. Non-Discrimination:

i. All positions and promotions within the rank of the Town of Menasha Fire
Department will be filled according to the Equal Rights Act with no
discrimination shown on the basis of race, religion, color, sex, age, national
origin or disability and under the guidelines set forth under the Town of
Menasha Affirmative Action Plan.

FIRST RESPONDEMS

3.60 Position Summary:
Town of Menasha Fire Department First Responder (TMFDFR) requires skills in performing
emergency medical care to patients with the primary concern being personal safety for all parties
involved. Care rendered parallels First Responder Roles and Responsibilities as outlined by the State
of Wisconsin.

The position involves extensive training in accessing patients, determining what the patient's
emergency is and providing appropriate emergency care.

Town of Menasha Fire Department
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3.61 Characteristic Work of the Position:

3.62

3.63

a. Definition: This work is performed at a professional level in the field of EMS at the First
Responder level.

b. Nature: At the First Responder level, the Emergency Care deals with both injuries and
illnesses. Emotional support or basic life support measures are the general
responsibilities of the First Responders. Exposures to blood-borne and air-borne
pathogens are a risk that should be minimized with proper protective clothing, training
and available vaccinations.

Fundamental Duties and Ancillary Responsibilities:
a. Fundamental Job Duties:
i. Attend training courses, read and study assigned materials related to First
Responder level Emergency Medical Services.

ii. Respond to emergencies according to Department SOGS.

iii. Perform First Responder duties.

iv. Maintain First Responder EMS kit which includes restocking the kit, cleaning
equipment, maintaining portable radios, batteries and pagers and other
maintenance as needed.

b. Ancillary Job Responsibilities:
i. Perform assigned vehicle inspections regarding First Responder Kits.

ii. Drive and operate their personal vehicle according to all traffic laws in order to
arrive on the emergency scene safely.

iii. Learn new skills as necessary to perform First Responder care.

Quialifications:
a. Essential Knowledge, Skills and Abilities:

i. Ability to establish and maintain effective working relationship with other
members of the Department, community officials, police, and the general
public.

ii. Ability to learn the locations of streets.

iii. Knowledge and abilitytol LJLX € { hDQa®
b. Special Requirements:

i. Be an active paid-on-call member of TMFD. Active indicates fulfilling the
requirements of the position you are assigned on the Department.

ii. Possess a valid Wisconsin Motor Vehicle Operator's License.
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3.64

3.65

iii. Maintain First Responder Level (or higher) Wisconsin certification (includes a
current CPR card).
iv. Attend 50% of assigned TMFDFR meetings/classes. If not able to attend, a video
of the meeting/class may be available for attendance credit.
v. A pair of TMFDFR shall teach or facilitate at least one (1) hour training session to
TStt26 ¢acs5cCcwQa SkOK &SI N
vi. Must have either finished or started Hepatitis "B" series and tetanus
vaccinations or signed a vaccination refusal form. Verification of vaccinations
must be furnished to the department.
vii. Must be up-to-date with Bloodborne and Air-Borne pathogen information.
viii. Must have a usable HEPA mask which has been fit tested by a qualified tester.
ix. Maintain CPR certification.
c. Annual Refresher Training Requirement:
i. Twelve (12) hours of approved (EMS) training annually.
d. Non-Discrimination:

i. All positions and promotions within the rank of the Town of Menasha Fire
Department will be filled according to the Equal Rights Act with no
discrimination shown on the basis of race, religion, color, sex, age, national
origin or disability and under the guidelines set forth under the Town of
Menasha Affirmative Action Plan.

Patient Confidentiality:

TMFDFR may have access or knowledge of specific patient confidentiality information and at no
time are to release such information (this includes First Responders not conveying confidential
information to their own family members also). All and any requests made to a fire department
employee regarding actions at an EMS incident or patient information must be referred to the Fire
Chief for proper and legal release of requested information.

EMS COORDINA

Position Summary:

This position requires that the individual perform the work outlined below in the highest legal and
moral standards of this Department, the Town of Menasha, and the State of Wisconsin. The
position is responsible for the supervision of the EMS Program (First Responder) of the Fire
Department. The position also functions as the Infection Control Officer for the Fire Department
and is the first level (verbal counseling) of supervision in the progression discipline procedures. The
position is appointed by the Fire Chief, approved by the Board of Supervisors and is an "at will"
position.
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a. Definition: This work is to be performed at a professional level in the field of First

Responder (EMS) care and supervision.

b. Nature: Under the general supervision of the Chief of Department, perform such duties

and activities as may be required to effectively coordinate the town EMS service. The

position requires extensive self-directed planning, organizing and supervision of all

qualified First Responders to provide proper EMS care to the Town of Menasha

residents and others.

3.66 Fundamental Duties and Ancillary Responsibilities:
a. Fundamental Job Duties:

Vi.
Vii.

viii.

Xi.

Ensures quality control of patient care by reviewing EMS reports for
documented actions taken in the field.

Establishes and maintains a strong, positive working relationship with Gold
Cross Ambulance (primary care provider) and the Medical Director.

Reviews EMS reports for accuracy, timeliness and completeness. Provides
guidance to First Responders to properly complete the reports and document
their actions.

Initiates verbal counseling, when appropriate. Forwards further levels of
disciplinary action to the First Responder's assigned ranking officer for
appropriate action.

Plans, schedules and facilitates periodic First Responder meetings to discuss
past performance and upcoming events.

Provides orientation training sessions for new First Responders.

Ensures there is an adequate number of qualified and equipped First
Responders to provide for community emergency medical needs 24 hrs. a day/7
days a week.

Maintains adequate and accurate (written) inventory of EMS supplies and
orders supplies as needed.

Maintains an accurate inventory of First Responder qualifications, including
current state First Responder certifications, CPR qualifications and current
vaccinations. Coordinates CPR, CPR Refresher, and First Responder Refresher
classes (although it is the individual First Responder's responsibility to keep
his/her records up-to-date).

Ensure that the dissemination of all information or records in the Department
complies with the right to privacy act (patient confidentiality) and the open
records law.

Shall not reveal restricted Department information to non-department persons
without permission of the Chief of Department.
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xii. Implements an effective Infectious Disease Control Plan based OSHA standards
and Town policies (includes proper disposal of hazardous waste and
contaminated clothing)

xiii. Makes recommendations to the Fire Chief regarding S.0.G.s, equipment needs
and response protocols.

xiv. Submits annual budget items and justifications for First Responder service.

xv. Coordinates fund-raising events and donations for First Responder Program.

xvi. Perform other duties as deemed necessary by the Chief of Department to
maintain efficient First Responder service to the Town of Menasha and the Fire
Department.

b. Ancillary Job Responsibilities:
i. Develop and maintain thorough records of monthly statistics and checks
accuracy of monthly payroll sheets.
ii. Review Department First Responder forms at least annually to ensure best
possible usage.
iii. Follow town procedures for the procurement of EMS supplies.

3.67 Qualifications:
a. Essential Knowledge, Skills and Abilities:

i. Ability to establish and maintain effective working relationships with other
members of the fire department, community officials and the general public.

ii. Ability to supervise and coordinate First Responder personnel to aid and assist
in assigned work.

iii. Ability to plan and organize First Responder meetings; fund-raising and First
Responder functions.
iv. Considerable knowledge of First Responder roles and responsibilities, state
statutes related to EMS services and outside agency cooperation (health dept.,
Fox Valley Technical College, Gold Cross, local hospitals, etc.)
v. Ability to develop and maintain accurate written and computerized records.
b. Minimum Training and Experiences:

i. The position of EMS Coordinator will be assigned, by the Fire Chief, to a Fire
Department certified First Responder who has maintained minimum Fire
Department response and training statistics. The Coordinator is encouraged to
attend local and regional EMS training opportunities.

c. Annual Refresher Training Requirements:
i. Maintain valid State of Wisconsin First Responder (or higher-EMT) certification.
d. Non-Discrimination:

i. All positions and promotions within the rank of the Town of Menasha Fire

Department will be filled according to the Equal Rights Act with no
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discrimination shown on the basis of race, religion, color, sex, age, national
origin or disability and under the guidelines set forth under the Town of
Menasha Affirmative Action Plan.

ADMINISTRATIVE ASSIS

***Special Note: his position description was replaced in 5/97 with Administrative. Assistant /
Public Safety Instructor.

3.68 Position Summary:
This position requires that the individual perform the work outlined below in the highest legal and
moral standards of this Department, the Town of Menasha, and the State of Wisconsin. The
philosophy of this individual must be one of public service, compromising their own personal
interest for the common good of the public.
a. Definition: This work is to be performed at a professional level in the field of secretarial
science.
b. Nature: Under the general supervision of the Chief of Department, perform such duties
and activities as may be required by the Department rules and regulations, codes,
ordinances, and State statutes.

3.69 Fundamental Duties and Ancillary Responsibilities:
a. Fundamental Job Duties:
i. Greets the public and answer all incoming telephone calls, including emergency
calls, and relay all messages to proper person or agency.

ii. Perform routine copying, sorting, distributing and filing, of incoming mail,
correspondence and the like.

iii. Types letters, forms, memos, and other correspondence as necessary, including
all confidential matters relating to personnel and labor relations involving the
Department. A timed typing test, which is given by Fox Valley Technical College,
must obtain a minimum 60 wpm to be considered for this position.

iv. Submit monthly and annual statistical reports to the Chief.

v. Maintain a variety of written or computerized files and records which are
required by the Department, including confidential personnel and labor relation
matters involving such matters as negotiation, contract administration,
litigation, and the application of personnel policies/

vi. Attend to the routine administration of the immediate office.

vii. Upkeep and maintain all office equipment and any equipment issued.
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Act as private secretary and/or office assistant to the Fire Chief and Deputy
Chief/Fire Marshal.

Conduct and work in promoting positive public relations in all possible ways.
Ensure that the dissemination of all information or records in the Department
complies with the right to privacy act and the open records law.

Shall not reveal restricted Department information to non-department persons
without permission of the Chief of Department.

Review office operational procedures, and to recommend changes to maintain
an efficient operation of administrative services.

Perform other duties as deemed necessary by the Chief of Department to
maintain efficient administrative services to the Town of Menasha and the Fire
Department.

b. Ancillary Job Responsibilities:

i.
ii.
iii.
iv.
V.

Vi.

3.70 Qualifications:

Submit monthly and annual statistical reports to the Town Board.

Review Department forms at least annually to ensure best possible usage.
Requisition office supplies as needed.

Maintain communications via two-way radio.

Under the direction of the Fire Chief or Deputy Chief/Fire Marshal, compile
information for representatives of the news media and release that information
in terminology that is easily understood by the general public.

At the request of the Fire Chief or Deputy Chief/Fire Marshal, attend and
participate in inter-departmental staff meetings.

a. Essential Knowledge, Skills and Abilities:

Vi.

Ability to establish and maintain an effective professional relationship with the
public and other employees.

Possess the ability and skill to work under limited supervision; be able to
organize and prioritize work within the Department.

Possess knowledge of modern office practices and procedures, and skill in their
application.

Considerable knowledge of Departmental programs, operations, and policy with
respect to the general functions to be performed.

Considerable knowledge of business English, spelling, and composition. Testing
given by Fox Valley Technical College for this position requires a 75% or above
score on a recognized written comprehension test to be considered for this
position.

Ability to compose a variety of correspondence and perform varied clerical
tasks.
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vii. Operate an electronic data processing computer; word processing and data
entry.
viii. Ability to operate a variety of office machines.
b. Minimum Training and Experiences:

i. Preferred Associate Degree in Secretarial Science or related field; minimum of
two- (2) years secretarial experience.

¢. Annual Refresher Training Requirements:

i. Atleast 16 hours of approved annual (calendar year) training of a skill or nature
related directly to this position.

d. Non-Discrimination:

i. All positions and promotions within the rank of the Town of Menasha Fire
Department will be filled according to the Equal Rights Act with no
discrimination shown on the basis of race, religion, color, sex, age, national
origin or disability and under the guidelines set forth under the Town of
Menasha Affirmative Action Plan.

APPARATUS SPECIA

3.71  Position Summary:
Apparatus Specialists, one to two for each fire department vehicle, oversee and maintain the
operational readiness of their assigned vehicle. They are the primary contact related to issues
surrounding the functionality of the vehicle.
This position involves extensive knowledge of their assigned fire department apparatus and
equipment maintenance needs. The ability to recognize when repairs should be performed by an
authorized or qualified service center is equally important.

3.72  3.72 Characteristic Work of thBosition

a. Definition: This work is performed at a professional level in the field of automotive,
diesel and small equipment repairs and preventive maintenance.

b. Nature: Under the general supervision of the Station Emergency Operations Captain,
perform such duties and activities as may be required to keep apparatus within
warranty requirements, to maintain efficient operating conditions and repair items on
an "as needed" basis. The position requires extensive self-directed planning, organizing
and coordination with the Fleet Maintenance Manager.

c. Appointment: This is an "at will" position, appointed by the Fire Chief and receives no
additional compensation other than Vehicle Maintenance Compensation when work is
performed on the vehicle.
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FundamentalDuties and Ancillary Responsibilities:
a. Fundamental Job Duties:

Closely monitors the cleanliness of the apparatus. Special cleaning or routine
care that is needed should be brought to the attention of the Station Captain for
delegation.

Closely monitors inventory control of the apparatus. Inventory modifications
should be coordinated between the Apparatus Specialist and the Station
Captain.

Should be available to help guide and direct fire fighters assigned to weekly
apparatus checks toward the proper methods of checking levels and performing
pump & aerial device operations during the inspections. Should meet
periodically with the Station Captain to review thoroughness of weekly
apparatus inspection reports.

Insures that the Fire Chief is maintaining annual pump tests, aerial device tests
and equipment (hose, ladder, etc.) test for the assigned apparatus.

b. Ancillary Responsibilities:

Quialifications:

Verifies with the Fleet Maintenance Manager that proper, scheduled fluid
changes are occurring and warranty requirements and inspections are taking
place according to the manufacturer's recommendations.

Has the ability to access fire department Firehouse software to verify
maintenance records.

Has the knowledge of location of all written maintenance reports for their
assigned vehicle.

Understands the use and reference to Manufacturer's Vehicle Handbooks &
Service Manuals.

Attends Service Schools & classes related to vehicle maintenance when possible.

a. Essential Knowledge Skills and Abilities:

Ability to effectively interact with Station Captain (Emergency Operations), Fleet
Maintenance Manager and Fire Fighters assigned to weekly inspections.

Skill to access and interact with computerized records as well as written
documentation related to the welfare of the apparatus.

Considerable knowledge of gasoline and diesel engines, fire pumps and small
equipment.

Attend and work at scheduled Vehicle Maintenance events when possible,
especially if their assigned vehicle is scheduled for significant work.

Ability to make minor repairs to the assigned vehicle.
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3.75

3.76

3.77

vi. Has attained the level of "Authorized Driver/Operator" for the unit assigned or
is actively working toward that level.

DATA ENTRY TECHNI(

Position Summary:
This position works at the direction of the Administrative Assistant/Public Safety Instructor and
performs responsible computer data entry involving a degree of independent judgment and
initiative.
a. Definition: This work is to be performed at a professional level in the field of data
(computer) entry.
b. Nature: Written reports and taped narratives are transposed to computer entry fields.
The data is taken from fire inspection reports, First Responder incidents and other
records management files.

Fundamental Duties and Ancillary Responsibilities:
a. Fundamental Job Duties:
i. Enters and retrieves various information using an automated records system.

ii. Enters data related to fire inspections, EMS incidents and other fire-related
records into the Firehouse Records Management System.

iii. Up keep and maintain all office equipment used.

iv. D. Submit quarterly and annual statistical reports to the Chief as requested.

v. Responsible for maintaining confidentiality of all fire departments records the
position has access to.

vi. Work flexible hours approximating 15 hours per month.

vii. Data entry must be completed within prescribed time deadlines.

viii. Perform other duties as deemed necessary by the Chief of Department to
maintain efficient administrative services to the Town of Menasha and the Fire
Department.

b. Ancillary Job Responsibilities:
i. Sort, route and file various fire department records and reports.

Quialifications:
a. Essential Knowledge, Skills and Abilities:
i. Ability to establish and maintain an effective professional relationship with the
public and other employees.
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ii. Possess the ability and skill to work under limited supervision; be able to

organize and prioritize work within the Department.
iii. Possess knowledge of modern office practices and procedures, and skill in their
application.
iv. Working knowledge of business English, spelling and composition.
v. Ability to operate a variety of automated office equipment.
vi. Above average word processing and computer skills (type 60 wpm or more).
vii. Operate an electronic data processing computer; word processing and data
entry.
viii. Ability to understand and carry out oral and written instructions.
ix. Ability to maintain confidentiality with information received and learned during
course of job.
b. Minimum Training and Experiences:
i. Minimum of two- (2) year data entry experience.
¢. Non-Discrimination:

i. All positions and promotions within the rank of the Town of Menasha Fire
Department will be filled according to the Equal Rights Act with no
discrimination shown on the basis of race, religion, color, sex, age, national
origin or disability and under the guidelines set forth under the Town of
Menasha Affirmative Action Plan.

FULL TIME FIREFIG

3.78 Position Summary:
The full-time firefighter position requires skills and abilities in combating and extinguishing fires,
performing rescues and emergency medical services, conducting fire safety inspections and
education, apparatus driving and operational actions as well as station, vehicle and equipment
maintenance.

The position involves extensive training and certification requirements in the operation of
apparatus, tools and equipment, performance of hazardous tasks under emergency conditions
which may require strenuous exertion under such handicaps as heat, cold, toxic and cramped
surroundings and in the inspections of buildings for fire hazards and in educational settings for the
prevention of fire and injury.

3.79 Characteristic Work of the Position
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a. Definition: The worked performed at a professional level in the fields of fire prevention,
public safety education, driving/operating fire apparatus, vehicle and station
maintenance, suppression and training.

b. Nature: Under the direct supervision of the Fire Chief and any department officer (on
emergency scenes), perform such duties and activities as may be required by the codes
and ordinances, State Statues, and the rules and regulations of the Fire Department.

3.80 Fundamental Duties and Ancillafgesponsibilities

a. Fundamental Job Duties:

b. Respond to alarms according to the Department Standard Operating Guidelines, lay and
connect hose, maneuver nozzles and direct fire streams, raise and climb ladders, use
extinguishers, protective clothing, breathing apparatus, forcible entry tools, EMS
equipment and perform CPR.

c. Meet all requirements as outlined in the Fire Department Standard Operating
Guidelines for the driver/operator position description located in section 3.09 - 3.16.

d. Attend training courses, read and study assigned materials related to fire prevention,
suppression, rescue, code enforcement and EMS.

3.81 Qualifications:
a. Essential Knowledge, Skills and Abilities:

i. Ability to establish and maintain effective working relationships with other
members of the department, community officials, and the general public.

ii. Ability to learn location of streets, the nature and location of hazardous
premises, principal buildings, fire alarm reporting equipment and fire hydrant or
other water source locations.

iii. Ability to climb ladders and work at considerable heights.

iv. Ability to learn a wide variety of firefighting duties and skills within reasonable
working test period.

v. Ability to understand and follow oral and written instructions.

vi. Skill in operating large, heavy fire apparatus and fire pumps under emergency
conditions.

vii. Knowledge of appropriate application of the department Standard Operating
Guidelines.
viii. Skill in operating a variety of computers and software applications.

ix. Ability to successfully complete a periodic Physical Abilities Assessment (job

related physical assessment simulating fire ground activities (timed)).
b. Special Requirements:
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i. Minimum of a High School Diploma. Associate of Science Degree in Fire Science
is preferred.

ii. State of Wisconsin Firefighter Il, Driver/Operator, First Responder and CPR
certified.

iii. Successful completion of employment trial and training requirements, which
includes but is not limited to a medical physical, physical abilities assessment
and oral interview.

iv. Possession of a valid Wisconsin Motor Vehicle Operators License (Commercial
Drivers License preferred).

v. Reside within 15 miles of the Town of Menasha.

¢. Annual Refresher Training Requirements:

i. Ten (10) hours of approved annual (calendar year) training outside of the
Department's regular training program and as required to maintain required
certifications.

d. Non-Discrimination:

i. All positions and promotions within the rank of the Town of Menasha Fire
Department will be filled according to the Equal Rights Act with no
discrimination shown on the basis of race, religion, color, sex, age, national
origin or disability and under the guidelines set forth under the Town of
Menasha Affirmative Action Plan.

FIRE EXPLOHR

3.82 Position Summary:
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The primary objective of the Explorer Program is to learn how the Fire Department operates.
Explorers should be observing the operations of all aspects of the Fire Department at an emergency
scene.

3.83  Characteristic Work of the Position:
a. Definition: This work is performed at a learning level in the fields of fire prevention,
suppression, rescue, training, and public fire safety education.
b. Nature: Under the supervision of a fire department member, safety is the primary focus
of all experience while at the fire department. Work will include labor in on non-hostile
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work environment and may include, hose rolling, cleaning of apparatus and stations,
emergency scene clean-up, public education participation, etc.

3.84 Fundamental Duties and Ancillary Responsibilities:
a. Fundamental Job Duties and Limitations:

i. Explorers must be equipped with personnel protective equipment (PPE) that is
appropriate for the activity being performed (SCBA training and qualification is
not normally a component of standard issued PPE).

ii. Explorers may NOT be substituted for trained Firefighters.

iii. Explorers will not be called or paged to fight fires.

iv. Explorers may be mobilized as a Post with regular leadership among their ranks.

v. Explorers must be seated and wear seatbelts, at all times, when on Fire
Department vehicles. A Fire Department Officer must grant permission for an
Explorer to ride on fire apparatus or vehicles.

vi. Explorers may not drive Fire Department vehicles (not even to back up).

vii. Explorers may not climb ground ladders that exceed 24 feet in height.

viii. Explorers may not enter or perform ventilation procedures on a burning
structure.

ix. Explorers may not wear SCBA in an IDLH unless properly fitted and trained to do
so (documented in writing and based on state regulations).

X. All Explorers must know and obey all rules as set forth by the Town of Menasha
Fire Department.

xi. Explorers must obey and follow direction of any Town of Menasha
Officer/Firefighter.

xii. Explorers may be brought to fire department/emergency scenes to assist in
various duties, including but not limited to, photography, victim assistance,
restoring apparatus & equipment, rehabilitative assistance and duties assigned
by Incident Commander.

b. Ancillary Job Responsibilities:

i. Asassigned, to provide a thorough experience to the firefighting profession.

i. 9ELX 2NBNBR aKz2dzZ R 0S8S02YS FI YAfAINI 6AGK
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Statement and Code of Ethics.

iii. Participate in department events, which include, but are not limited to
department awards picnics, Christmas parties, parades, drills, general meetings,
semi-annual cleaning, hose and ladder testing and special committee meetings.

3.85 Qualifications:
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a. Essential Knowledge, Skills and Abilities:
i. Age Range 15-20

i.al AYadFrAYy + YAYAYdzy 2F | a/ é | @SNy 3S

iii. Ability to understand and follow supervisory direction

iv. Attend assigned meetings and special events on a regular basis (failure to attend
regularly may be cause for dismissal from the program).

b. Special Requirements:

i. No felony criminal records (unless approved in writing by the Fire Chief)

ii. Pagers may be issued to Explorer Officers but at no time are traffic laws to be
violated if responding to the fire station. Violation of Wisconsin State traffic laws
while engaged in fire department activities may be cause for removal from the
program

iii. Hours of response shall coincide with Wisconsin State labor laws for juveniles.
However, once an Explorer has completed High School and is eighteen years of
age, they shall be treated as an adult with no response restrictions.

iv. Proper attire shall be required for all Explorers participating in fire station or
emergency scene activities which will include closed-toed shoes, long dark
pants and a full T-shirt (Fire Explorer T-shirt is recommended).

v. Explorers participating in scheduled fire department public venues shall wear a
department issued light blue uniform shirt and a pair of dark blue long pants.
They must also wear a black shoe or black tennis shoes. A navy blue t-shirt may
worn beneath the issued light blue uniform shirt.

vi. If responding to a fire station to assist at an emergency, Explorers are to go to
their designated station and wait for an assighment.

vii. All Explorers that arrive at an emergency scene will send one Explorer to the
Command Post to notify the Incident Commander of their presence and how
many Explorers are on location. All Explorers shall then report to the Incident
Commander or other designated vehicle area and wait for assignment or
direction. The Incident Commander shall take responsibility or designate a
subordinate to be in charge of the explorers at an emergency scene.

viii. While operating as a member of the Town of Menasha Fire Department, all
Explorers shall act in a professional manner. Any requests for information or
comments from citizens or the media shall be directed to the Incident
Commander. Unprofessional behavior could result in removal from the Explorer
Program.

ix. If Explorers are requested to a fire scene by the Incident Commander, they are
to respond in ONE personal vehicle and shall park at least one block away from
the emergency scene in a designated parking area.

c. Annual Refresher Training Requirements:
i. 10 hours of approved training annually (calendar year).
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d. Non-Discrimination:

i. All positions and promotions within the rank of the Town of Menasha Fire
Department will be filled according to the Equal Rights Act with no
discrimination shown on the basis of race, religion, color, sex, age, national
origin or disability and under the guidelines set forth under the Town of
Menasha Affirmative Action Plan.

HONORARY FIREFIG

3.86  Position Summary:
The retention of department history and experience through years of service are important assets to
our organization. Due to medical or various other reasons, members are no longer able to
participate in an active role as a paid-on-call firefighter. Those individuals desire to continue to
remain a part of our organization in a voluntary capacity and make contributions relative to their
personal abilities. The purpose of this position is to allow members in this position to participate in
various fire department activities at the time of large emergency operations, and assist at the
emergency scene in a limited capacity.

3.87  Characteristic Work of the Position:

a. Definition: This work is performed at a limited level in the fields of fire prevention,
suppression, rescue, training, and public fire safety education.

b. Nature: Under the supervision of a fire department member, safety is the primary focus
while at the fire department. Work will include labor in a non-hostile work environment
and may include, breathing apparatus tank filling, cleaning of apparatus and stations,
emergency scene clean-up, public education duties and events, committee
participation, etc.

3.88 Fundamental Duties and Ancillary Responsibilities:
a. Fundamental Job Duties and Limitations:
i. Honorary Firefighters must be equipped with personal protective equipment

(PPE) that is appropriate for the activity being performed.

ii. Honorary Firefighters may NOT be substituted for other Firefighters.

iii. Honorary Firefighters will not be called or paged to fight fires.

iv. Honorary Firefighters must be seated and wear seatbelts, at all times, when on
Fire Department vehicles. A Fire Department Officer must grant permission for
an Honorary Firefighter to ride on fire apparatus or vehicles.

v. Honorary Firefighters may not climb ground ladders.
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Honorary Firefighters may not enter or perform ventilation procedures on a
burning structure.

Honorary Firefighters may not wear SCBA.

Honorary Firefighters must know and obey all rules as set forth by the Town of
Menasha Fire Department.

Honorary Firefighters must obey and follow direction of any Town of Menasha
Officer/Firefighter.

Honorary Firefighters may be brought to fire department/emergency scenes to
assist in various duties, including but not limited to, photography, victim
assistance, restoring apparatus & equipment, rehabilitative assistance and
duties assigned by Incident Commander.

b. Ancillary Job Responsibilities:

3.89  Qualifications:
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Organizational Statement and Code of Ethics.

Participate in department events, which include, but are not limited to
department awards picnics, Christmas parties, parades, drills, general meetings,
semi-annual cleaning, hose and ladder testing and special committee meetings.

a. Essential Knowledge, Skills and Abilities:

i
ii.
iii.
iv.
V.
vi.
vii.
viii.

20 years or more of service with the fire department.
Capable of assisting in activities without jeopardizing personal health and safety.
Ability to understand and follow supervisory direction

Provide their own transportation to activities.

Special Requirements:

No felony criminal records (unless approved in writing by the Fire Chief).
Pagers may be issued to Honorary Firefighters.

If responding to a fire station to assist at an emergency, Honorary Firefighters
are to go to their designated station and wait for an assignment.

All Honorary Firefighters that arrive at an emergency scene will report to the
Command Post to notify the Incident Commander of their presence. The
Incident Commander shall take responsibility or designate a subordinate to be
in charge of the Honorary Firefighters at an emergency scene.

While operating as a member of the Town of Menasha Fire Department, all
Honorary Firefighters shall act in a professional manner. Any requests for
information or comments from citizens or the media shall be directed to the
Incident Commander.
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xi. If Honorary Firefighters are requested to a fire scene by the Incident
Commander, they are to respond in ONE personal vehicle and shall park at least
one block away from the emergency scene in a designated parking area.

b. Non-Discrimination:

i. All positions and promotions within the rank of the Town of Menasha Fire
Department will be filled according to the Equal Rights Act with no
discrimination shown on the basis of race, religion, color, sex, age, national
origin or disability and under the guidelines set forth under the Town of
Menasha Affirmative Action Plan

DIVISION CHIEF ORAININ(

3.90 Position Summary
This position is to manage the training program and policy to ensure that personnel are trained and
competency is maintained in order to effectively, efficiently, and safely execute all responsibilities
consistent with thedepartmS y 1 Q& adl yRFNR 2 LIS NI §Ay3 3IdzA RSt AySa

This position requires that the individual perform the work outlined below in the highest legal and
moral standards of this department, the Town of Menasha and the State of Wisconsin. The
philosophy of this individual must be one of public service compromising their own personal interest
for the common good of the public.

a. Scope: This work is to be performed at a professional level in the field of fire and
emergency medical services training for the fire department staff at all levels of the
organization.

b. Nature: Under the general supervision of the Chief of Department, perform such duties
and activities as may be required by the Department rules and regulations, codes,
ordinances and State statues.

3.91 Fundamental Duties and Ancillary Responsibilities:
a. Fundamental Job Duties:
i. Administer department policies and procedures for the management of

instructional resources, staff, facilities, records and reports.

ii. Administer a training record system, so that the information meets all agency
and legal requirements and can be readily accessed.

iii. Develops forms and appropriate reports for documentation of training activities
for the department and individual staff members.

iv. Develops recommendations for policies to support the training program, so that
the training and department goals are achieved.
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Selects instructional staff, so that election meets department policies and
instructional goals.

Constructs a performance-based instructor evaluation plan so that instructors
are evaluated at regular intervals.

Writes equipment purchasing specifications so that the training equipment is
appropriate and supports the training program goals.

Presents evaluation findings, conclusions and recommendations to department
so that the recommendations are unbiased, supported and reflect the
department goals, policies and procedures.

Plans, develops and implements comprehensive training programs and
curriculum.

Conducts a department analysis so that instructional needs are identified.
5SaA3ya LINRBIANI Ya 2N OdzNNA Odzf dzya &2
the knowledge and skills are job related, the design is performance based, adult
learning principles are utilized and the program meets time and budget
constraints.

Modifies existing curriculum, so that the curriculum meets the requirements of
the department and the learning objectives are achieved.

Writes program and course goals, so that the goals are clear, concise,
measurable and correlate to department goals.

Writes course objectives, so that the objectives are clear, concise, measurable
and reflect specific tasks.

Constructs course content outline so that the content supports the
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Develops an evaluation plan; collects, analyzes and reports data, and utilizes
data for program validation and participant feedback.

Develops a system for the acquisition, storage and dissemination of evaluation
results so that the goals are supported and those impacted by the information
receive feedback consistent with department policies, federal, state and local
laws.

Develops a course evaluation plan so that objectives are measured and
department policies are followed.

Creates a program evaluation plan, so that instructors, course components and
facilities are evaluated and participant input is obtained for course
improvement.

Schedules instructional sessions so that the specified sessions are delivered
according to department policy.

Formulates budget needs so that the resources required to meet training goals
are identified and documented.
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Acquires training resources, so that the resources are obtained within
established timelines, budget constraints and according to department policy.
Coordinates training recordkeeping, so that all department and legal
requirements are met.

Evaluates instructors so that the evaluation identifies areas of strengths and
opportunities for improvements, recommends changes in instructional style and
communication methods, and provides opportunity for instructor feedback to
the evaluator.

Creates lesson plans so that the job performance requirements for the topic are
achieved, and the plan includes learning objectives, a lesson outline, course
materials, instructional aids and an evaluation plan.

Modifies existing lesson plans, so that the job performance requirements for the
topic are achieved, and the plan includes learning objectives, a lesson outline,
course materials, instructional aids and an evaluation plan.

Conducts classes using a lesson plan that the instructor has prepared and that
involves the utilization of multiple teaching methods and techniques so that the
lesson objectives are achieved.

Supervises other instructors and participants during training, so that applicable
safety standards and practices are followed and instructional goals are met.
Assembles course materials, so that the lesson plan, all materials, resources and
equipment needed to deliver the lesson are obtained.

Prepares training records and report forms, so that the required reports are
accurately completed and submitted in accordance with the procedures.
Reviews instructional materials so that elements of the lesson plan, learning
environment and resources that need adaptation are identified.

Adapts a prepared lesson plan, so that the needs of the participants and the
objectives of the lesson plan are achieved.

Organizes the classroom or outdoor learning environment so that lighting,
distractions, climate control or weather, noise control, seating, audiovisual
equipment, teaching aids and safety are considered.

Presents a prepared lesson so that the method(s) indicated in the plan are used
and the stated objectives or learning outcomes are achieved.

Adjusts presentations so that the class continuity and the objectives or learning
outcomes are achieved.

Adjusts to differences in learning styles, abilities and behaviors, so that lesson
objectives are accomplished, disruptive behavior is addressed and a safe
learning environment is maintained.

Operates audiovisual equipment, and demonstration devices, so that the
equipment functions properly.
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Utilizes audiovisual materials, so that the intended objectives are clearly
presented, transitions between media and other parts of the presentation are
smooth, and the media are returned to storage.

Administers oral, written and performance tests, so that the testing is
conducted according to procedures and the security of the materials is
maintained.
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accurately graded and properly secured.
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Reports test results, so that the results are accurately recorded, the forms are
forwarded according to procedures and unusual circumstances are reported.
Operates computer equipment and related programs so as to enter information
into a database and prepare training materials.

b. Ancillary Job Responsibilities:

Vi.

3.92 Qualifications:

Shall serve in the capacity of a fire officer or incident commander during
emergency operations and as a first responder for medical emergencies.

Shall serve as a support to the Fire Prevention Bureau by conducting fire
prevention visits, follow-up visits and coordinating structure pre-plans.

Shall serve as a support to the Public Fire and Life Safety Educator by
participating during public education details.

Attends training and meetings related to the scope of the job performance.
Supports the daily departmental administrative operation by answering
telephone calls and providing guidance to the caller. Provide general assistance.
Performs other functions as required or assigned.

a. Essential Knowledge, Skills and Abilities:

Vi.

Knowledge of existing organizational policy, procedures and guidelines.
Knowledge of learning theories, statistical analysis methods, resource
evaluation techniques.

Knowledge of fire behavior; organizational structure, function and operations,
human behavior during fire; injury causes/prevention; hazard identification and
correction, basic fire protection systems and devices, emergency reporting,
firefighter personal protective equipment, special needs for those with
disabilities and time management.

Ability to write reports and analyze data.

Ability to transfer content knowledge verbally and in writing.

Ability to communicate in writing and verbally.
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Knowledge of report writing, professional appearance based on situation media
characteristics, news process, organizational policies, methods for informal
dissemination, laws and procedures for the release of information.

Ability to communicate verbally, in writing, to exhibit professional demeanor,
manage interaction with the media, and use various means of information
technology.

Ability to perform top-level information analysis including the ability to review,
classify, categorize, prioritize and/or reference data, statutes and/or guidelines
and/or group, rank, investigate and diagnose. Requires discretion in
determining and referencing such to establish standards to recognize interactive
effects and relationships.

Ability to provide guidance, assistance, and/or interpretation to others, such as
the public and fire department staff relative to fire and life safety training and
education initiatives, policies and procedures and standards to specific
situations.

Ability to utilize a variety of reference, descriptive and/or advisory data and
information such as instructional text books, statutory codes, local ordinances,
schedules, financial statements, technical operating manuals, procedures,
guidelines and non-routine correspondence.

Ability to communicate orally and in writing with all fire department staff, other
town staff, the public and media.

Ability to perform top-level information analysis including the ability to audit,
deduce, assess, conclude and appraise. Requires discretion in determining and
referencing established criteria that may define consequences and develop
alternatives.

Ability to influence, train, monitor, persuade, and convince, in favor of a desired
outcome. Requires the ability to act as a lead person on specific projects.
Ability to apply principles of influence systems such as teaching, leading,
managing, planning, coordinating and controlling. Ability to exercise
independent judgment to apply facts and principles for developing approaches
and techniques to problem resolution.

Ability to exercise judgment, decisiveness and creativity required in situations
involving the evaluation of information against sensory, judgmental and/or
subjective criteria, as opposed to criteria that are clearly measurable or
verifiable.

Ability to operate, maneuver and/or provide simple but continuous adjustments
on equipment, machinery or tools related to the presentation of public training
and education programs such as computer, audio-visual equipment, or visual

props.
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Ability to safely perform as a firefighter, fire officer or emergency responder on

an emergency incident.

Firefighter, fire officer or first responder. Requires the ability to determine the

proper personal protective gear for each circumstance.

Ability to coordinate eyes, hands and limbs on performing coordinated

movements such firefighting evolutions.

Ability to complete tasks involving the ability to exert heavy physical effort

which involves lifting, carrying, pushing and pulling weighted objects weighing

50 t0200 pounds. In case of the First Responder activities involves heavy lifting

of patients to make them accessible to perform CPR or other life saving

techniques.

Ability to recognize and identify similarities or differences between colors,

shapes, and sounds associated with job-related tasks.

Ability to work under generally safe and comfortable conditions where exposure

to environmental factors may cause discomfort and poses a limited risk of

injury.

Ability to work in an emergency environment which may include inclement

weather and conditions in the performance of training officer.

b. Minimum Training and Experience:

Vi.
Vii.

Associates Degree or equivalent experience. If no Associates Degree, must be

able to attain Associates Degree in Fire Science within three years of

employment.

Certification as a firefighter and fire instructor.

Previous experience in a management position or as a fire officer

Certification as a First Responder

Certification as a Cardiopulmonary Resuscitation | Instructor or ability to secure

certification within eighteen (18) months of employment.

Minimum of five years documented fire service experience.
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c. Refresher Training Requirements:
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Must maintain all refresher requirements associated with any certifications held

or obtained after employment.

d. Non-Discrimination:

All positions and promotions within the rank of the Town of Menasha Fire

Department will be filled according to the Equal Rights Act with no

discrimination shown on the basis of race, religion, color, sex, age, national

origin or disability and under the guidelines set forth under the Town of

Menasha Affirmative Action Plan.
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3.93 Confidentiality:

Town of Menasha Staff may have access or knowledge of sensitive information related to
department operations or patient contact and at no time is to release such information without
authorization to do so. All and any requests made to a fire department staff member regarding
actions at emergency incidents must be referred to the Fire Chief for proper and legal release of
requested information.
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