CAPTAIN—SUPPORT SERVICES 
Identification 
Position Title: 

Captain—Support Services 

Division: 


Support Services/Operations
Immediate Supervisor: 
Chief or Deputy Chief 

FLSA Status: 

Exempt 
Job Summary 
Directs and manages the support operations of the District including purchasing equipment, building and equipment maintenance. Serves as the District’s apparatus fleet manager and quartermaster. Serves in the Incident Command System as assigned. 
Job Scope 
Directly supervises two to seven personnel and may indirectly supervise up to 20 personnel, including special teams. Assists in the preparation, administration, and monitoring of the District budget. 
Principal Duties and Responsibilities 
1. Prepares specifications, purchase orders, and purchasing documents. Coordinates with the District secretary and vendors. 
2. Meets with distributors and factory representatives regarding changing technology and new products. 
3. Assists in formulating policies and procedures for the District as a member of the management team. 
4. Recommends allocations of District resources to maintain daily operations. 
5. Obtains quotes for District purchases as required. 
6. Works with other officers to maintain resources and supplies for all stations and personnel. 
7. Coordinates the District’s Interagency Program. Represents the district on emergency management issues with Department of Natural Resources and other fire agencies. 
8. Responsible for building and grounds maintenance programs. 
9. Manages the maintenance of the District fleet and equipment. 

10. Maintains all equipment records in accordance with state regulations and accepted Fire Service standards 
11. Serves as a District Duty Chief, in a regularly scheduled rotation with administrative staff or as assigned in the Incident Command System. 
12. Coordinates with contractual service personnel for repair and maintenance of buildings and equipment. 
13. Performs all other related duties as assigned. 

Minimum Education, Experience, and Certification Requirements 
Associate’s degree in Fire Science or Fire Administration or equivalent education and experience is required. Two (2) or more years experience in writing technical and mechanical specifications and formulating plans required. Valid State Driver’s License required. Must maintain all minimum certification requirements for Station Captain.  In addition to Station Captain requirements must have I-400, I-401.  Instructor II and OTEP Instructor preferred.  Must pass a criminal background check and driving record check.  Must complete a physical exam and drug screening.

Skills, Knowledge, and Abilities 
Ability to act as an effective team member at all emergency incidents involving fire protection, emergency medical services, and emergency management functions. Ability to communicate and effectively deal with the general public and school age children. Ability to perform effectively under stressful and adverse conditions. Skills in written and oral communications. Knowledge of purchasing and related laws and ordinances. Knowledge of departmental, state and federal regulations for fire suppression, EMS, emergency management response, hazardous materials, and rescue operations. Knowledge of budget adoption and control principles. Ability to deal effectively with District personnel and the general public. Ability to negotiate with vendors. Ability to formulate written documents related to the District’s bidding process. 
