Gloucester County Job Description

POSITION: Emergency Management Planner
DEPARTMENT: Emergency Management

JOB CODE: B250

FLSA: Non-exempt

GENERAL STATEMENT OF JOB: Under general supervision, establishes and oversees public awareness
activities, assists in the research, development, and maintenance of the County’s emergency preparedness plans
and related grant programs, and when necessary, Employee must exercise independent judgment, discretion,
and initiative in completing assignments, and establish cooperative, courteous, and positive working relationship
with the general public and business owners. Reports to the Emergency Management Coordinator.

ESSENTIAL JOB FUNCTIONS:

1. Oversees the Volunteer & Donations Support Branch in pre-planning activities and during emergencies;
including leading volunteers to assist; oversees transportation planning and logistic support with outside
resources; coordinates Volunteer Reception Centers and the Family Assistance Center; coordinates Medical
Reserve Corps (MRC) volunteers during emergencies; coordinates with faith-based organizations activated as
Relocation Centers or serving in other support functions; oversees the establishment and operation of other
emergency relocation centers and refuges of last resort as needed.

2. Coordinates with County, State and local agencies and businesses to research and identify resources in the
areas of personnel, food, housing, medical supplies, equipment, transportation and any other requirements
for public health, welfare, and safety in the event of emergencies and disasters; oversees and maintains plans
and procedures for obtaining and utilizing resources; gathers and compiles statistical data for emergency
operations plans.

3. Assists in the development, review, and modification of the County’'s emergency plans, annexes. Research
and assists with developing contingency plans to address specified threat scenarios, including coordinated
preparedness, response, and recovery.

4. Assists with exercises and drills designed to test the adequacy and effectiveness of emergency management
plans.

5. Researches and compiles information identifying area layouts, geography, demographics, and any unique
issues that are to be considered in planning for emergency and disaster procedures; oversees and assists
with the development and maintenance of emergency plans, resource documents, and EOC staff assignments.

6. Assists with maintaining database of potential volunteers, CERT certified individuals, and volunteer service
performed.

7. May supervise and direct the work of assigned support staff; provides training and ensures completion of
assignments; conducts performance evaluations and approves timesheets.

8. Manages grant projects to include researching and compiling data for completing grant applications, preparing
investment justifications, monitoring and tracking expenditures, submitting final documents for
reimbursement, and ensuring project completion in a timely manner.

9. Assists with Developing, coordinates, and participates in the delivery of emergency preparedness public
education programs; prepares outreach materials; participates and coordinates with other agencies in
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distributing emergency preparedness information and resources; attends meetings, exercises, forums and
functions relating to emergency management as a representative of Gloucester County.

10. Manages the County’'s Functional/Medical Needs Program and registry; represents Gloucester County
Department of Emergency Management at the Gloucester Resource Council.

11. Assists with drafting weekly and monthly departmental reports; assists with the development of user guides
and checklists for department related systems; types material from typed or handwritten copy utilizing a
variety of complicated formats to prepare correspondence, memos, forms, public notices, monthly operations
reports, financial reports, etc.; assumes responsibility for correctness of spelling, punctuation, format and
grammar.

12. Performs other duties as assigned.
EMPLOYEE UTILIZATION IN ADVERSE WEATHER AND EMERGENCY CONDITIONS
All Gloucester County employees are subject to being assigned to specific positions and tasks during a “Declared

Emergency” as support personnel, by the County Administrator, the Emergency Management Director, or the

Emergency Operations Plan (EOP). Once assigned, this would be the same as a regular work assignment and all

policies and procedures for duty assignments apply. (Please see Gloucester County Administrative Policy 101.1 -

Employee Utilization in Adverse Weather and Emergency Conditions.)

JOB LOCATION AND CONDITIONS:
Duties are performed in an office environment. Operates standard office equipment.
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:

Thorough knowledge of emergency management principles, practices, organizations and procedures.

Broad knowledge of governmental organizations at the local, regional, state and federal levels and available
resources and public safety approaches.

General knowledge of modern office practices, procedures, equipment and standard clerical techniques including
knowledge of popular computer-driven word processing, spreadsheet, and file maintenance programs

General knowledge of research methods and resources.

General knowledge of personal computers and commonly used Microsoft Office software products to include
Outlook, Word, and Excel and the internet.

General knowledge of Continuity of Operations Planning, National Incident Management System, Homeland
Security Exercise Evaluation Program and Citizen Corps Program.

General knowledge of the principles, techniques and methods of adult education and training to include methods
for developing training outlines and programs.

Ability to communicate effectively in writing, and orally.

Ability to exercise independent judgment, discretion and initiative in completing assignments and handling difficult
public contact situations.

Ability to establish and maintain effective working relationships as necessitated by work assignments.

Ability to speak with poise, voice control and confidence, and to articulate information to others.
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Ability to comprehend or understand instructions and underlying principles; to reason and make judgments; to
understand and follow oral and written instructions; to make decisions in accordance with established procedures
and policies; to guide and/or give instructions.

Ability to comprehend language, to understand relationships between words, and to understand meanings of
whole sentences and paragraphs.

Ability to perform arithmetic operations; to perform accurate calculations aided by calculator, adding machine or
measurement device.

Ability to deal with people beyond giving and receiving instructions. Must be adaptable to performing under stress
when confronted with persons acting under stress.

EDUCATION AND EXPERIENCE:
Associate degree in emergency management, Business Administration, or a related field; and
Four (4) to six (6) years of related experience in emergency management; or

An equivalent combination of education and experience that provides the required knowledge, skills and
abilities.

NECESSARY SPECIAL QUALIFICATIONS:

Possession of a valid driver’s license; possess and maintain a driving record that meets established Gloucester
County Driving Standards.

Pass a post offer, pre-employment physical examination. Employee may be subject to subsequent physical
examinations to ensure he/she meets job-related physical requirements.

Within six months must successfully complete the following training courses: ICS 100, ICS 200, IS 700, IS 800.
Within one year must complete the following training courses: ICS 300, ICS 400

Within two years, must complete the FEMA Professional Development Series

Employee is required to maintain certifications as required by the State Department of Emergency Management.
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PHYSICAL REQUIREMENTS:

C= Continuous — over 6 hours a day

F= Frequent — between 3 and 6 hours a

O= Occasional — less than 3 hours a day P= Periodic — several times a year

I= Intermittent—several times a week/month | N/A= Not applicable to position
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