POSITION DESCRIPTION

CITY OF GREENFIELD, INDIANA

POSITION:


Fire Prevention Specialist 
DEPARTMENT:

Fire

WORK SCHEDULE:
8:00 a.m. - 4:00 p.m., M-F
JOB CATEGORY:

POLE (Protective Occupations, Law Enforcement)

DATE WRITTEN:  April 2023


STATUS:  Full-time

DATE REVISED:  




FLSA STATUS:  Non-Exempt
To perform this position successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed in this document are representative of the knowledge, skill, and/or ability required.  The City of Greenfield provides reasonable accommodation to qualified employees and applicants with known disabilities who require accommodation to complete the application process or perform essential functions of the job unless the accommodation would cause an undue hardship.

Incumbent serves as Fire Prevention Specialist for the Fire Territory under the direction of the Division Chief of Fire Prevention/Fire Marshal.  The Fire Prevention Specialist is responsible for completing annual fire and life safety inspections of multi-family residential, mercantile, assembly, business, industrial, institutional, utility, storage, and hazardous occupancies throughout the Greenfield Fire Territory jurisdiction.  The Fire Prevention Specialist will seek out fire hazards, and inspect fire equipment, alarm systems, hose connections, standpipes, sprinkler systems, and emergency lights.  The Fire Prevention Specialist will deliver public education classes to adults and children in a variety of settings.  The Fire Prevention Specialist is responsible for assisting and/or leading fire investigations in the Greenfield Fire Territory jurisdiction.
DUTIES:
Conducts complaint inspections called to their attention by citizens.

Enforces Building and Fire Codes along with the City of Greenfield Fire Prevention Ordinance.

Issues Written Orders for violations and re-inspections.

Prepares detailed inspection reports; discusses unsafe conditions and corrective actions with the responsible party.

Issues notice for uncorrected fire hazards from previous inspections and follow-up to resolve compliance problems.

Issue invoices for uncorrected fire hazards from previous inspections.

Review emergency evacuation plans.

Conducts acceptance tests of fire alarms, sprinklers, and other fire protection systems and equipment; coordinates corrections with contractors.

Researches, interprets, and applies fire prevention laws and ordinances.

May assist or lead in the determination of fire origin and cause investigation.
Prepares detailed fire investigation reports.

Conducts Public Education programs for children and adults at schools, daycare centers, nursing homes, businesses, etc.

May assist in providing training to the department, including identifying special needs, training sessions, and developing/directing training specific to special applications.
Work with City and County Building Inspectors.

The list of duties and responsibilities is not intended to be all-inclusive and may be expanded to include other duties or responsibilities that the GFT Administration may deem necessary from time to time.
I.  KNOWLEDGE/SKILLS/ABILITIES:

High school diploma, GED, or equivalent (possessed at the time of employment application).

Possess and maintain a valid Indiana Driver’s License and demonstrated safe driving record.

CPR certification, obtained within six (6) months of employment.

State Certification in Inspector I and II or obtain within twelve (12) months of employment.

State Certification in Fire Investigation or obtain within twelve (12) months of employment.

Ability to understand and follow all written and oral orders from supervisor and superior officers, as required.

Incident Command System certification and National Incident Management System (NIMS 100, 200, 700, and 800).

Ability to complete other training programs or certifications as required or assigned.

A minimum of twenty (20) hours of continuing education in fire inspections.

Ability to provide public access to or maintain confidentiality of department information and records according to state requirements.

Ability to comply with all employer and department policies and work rules, including, but not limited to, attendance, safety, drug-free workplace, and personal conduct.

Ability to effectively communicate orally and in writing with co-workers, other emergency personnel, law enforcement agencies, other fire departments, victims, the public, local businesses, vendors, and others including being sensitive to professional ethics, gender, cultural diversities, and disabilities.

Ability to work with co-workers, other emergency personnel, law enforcement agencies, other fire departments, victims, the public, local businesses, vendors, and others as needed.

Ability to properly operate and maintain department vehicles and equipment.

Working knowledge of radio frequencies, codes, procedures, and limitations, and ability to speak clearly and distinctly, and hear and be heard and understood in person, by radio, and by telephone.

Ability to work alone with minimum supervision and with others in a team environment.

Ability to work on several tasks at the same time and work rapidly for long periods, occasionally under time pressure.

Ability to use a computer, type, and use appropriate applications on that computer.

Ability to use computer programs to create pre-plans for local businesses.

II. PERSONAL WORK RELATIONSHIPS:

The incumbent reports directly to the Division Chief of Fire Prevention/Fire Marshal.

IV. PHYSICAL EFFORT AND WORK ENVIRONMENT: 
Ability to recognize signs and symptoms of some communicable diseases and dangers of blood-borne pathogens and protect oneself from contamination by utilizing universal health precautions and avoiding high-risk environments.

While performing duties of this job, the employee is regularly required to sit, stand, crawl, walk, talk, and use their hands and fingers to handle, feel, or operate objects.  Other movements may include balancing, stooping, kneeling, crouching, reaching, pushing, pulling, lifting, grasping, fingering, hearing, seeing, climbing stairs and ladders, and repetitive motions.  Other movements may include periodically exerting strenuous physical effort; pushing, pulling, lifting, or carrying objects weighing more than fifty (50) pounds.
While performing the duties of this job, the employee is regularly exposed to moving mechanical parts.  The employee is frequently exposed to fumes airborne particles, risk of shock and vibrations.  The employee is exposed to wet and/or humid conditions, toxic or caustic chemicals, and adverse weather conditions as well as loud noise conditions.
APPLICANT/EMPLOYEE ACKNOWLEDGEMENT
The job description for the position of Fire Prevention Specialist for the Greenfield Fire Territory describes the duties and responsibilities for employment in this position.  I acknowledge that I have received this job description, and understand that it is not a contract of employment.  I am responsible for reading this job description and complying with all job duties, requirements, and responsibilities contained herein, and any subsequent revisions.

Is there anything that would keep you from meeting the job duties and requirements as outlined?   Yes______ No______

_______________________________________________

________________

Applicant/Employee Signature




Date

_______________________________________________

Print or Type Name 

fire\firepreventionspecialist

