STATE OF NEBRASKA
CLASS CODE:
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E
FIRE MARSHAL ASSISTANT

DESCRIPTION:   Under administrative direction; assists the State Fire Marshal in the enforcement of all laws relating to the prevention of fires; suppression of arson, natural gas and propane pipeline safety, and underground storage tanks; performs related work as required.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Plans, organizes, coordinates, and controls the Fire Marshal's office operations/programs to establish operational priorities, to coordinate these operations with other functions within the agency, and to ensure program objectives and standards are established and attained and are congruent with overall goals.

Determines and requests/submits staff, material, and equipment needs for the agency's operations/programs to contribute to the formulation and justification of budgetary requests.

Develops performance evaluation standards and procedures to provide information to the subordinate staff on the expectations of individual work performance and to ensure complete and objective appraisal of a subordinate's performance.

Develops and recommends new and revised statutes, rules, policies, and procedures to respond to changes in operational/program needs, objectives, and priorities and to improve efficiency the effectiveness of the agency.

Develops and directs the implementation of operational plans pertinent to the agency's operations and programs to ensure the establishment of appropriate goals and the development of action steps to achieve those goals.

Confers with the Fire Marshal to discuss and solve agency wide problems and/or issues that impair the effectiveness and efficiency of the programs and organizational operations.

Trains and directs the training of the pipeline, health care, underground storage tank, plans and safety divisions to maintain or improve production levels of the employees.

Advises local law enforcement or fire departments to assist them with investigations and to solve their problems.

Reviews hospital and nursing home inspections and surveys to determine if waivers  are appropriate.

FIRE MARSHAL ASSISTANT (continued)

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  agency programs, functions, policies, processes, procedures, communication channels, and objectives as they relate to assigned responsibilities; the inter-relationships among the various operations; federal and State laws and regulations, and other relevant guidelines.

Ability to:  develop and initiate proposals of administrative action for solving operational problems; implement objectives and performance of goals; assess staff progress toward achievement of objectives and adherence to standards; interact with and gain the cooperation of supervisors, employees, government officials, and the public to maintain effective working relationships; advise and guide representatives of other agencies, government officials and other staff in solving problems; develop program objectives, performance goals, and work priorities.

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  the principles and practices of administration including planning, organizing, staffing and controlling; personnel management practices; the principles and techniques of budgeting, accounting, public relations, and research; the trends, techniques and methods of public administration as they relate to analyzing and resolving problems and issues which impact agency operations.

Ability to:  motivate, coordinate, and direct the work of subordinate staff; understand and support management goals as they affect short-range and long-range operations; analyze organizational and operational problems and develop timely and economical solutions; represent the agency and its programs within and without the agency and to gain support for agency goals and objectives; apply the principles, techniques, and concepts of administration in meeting the operating needs of the agency; interpret and apply State and federal laws, rules, policies, standards, and legal decisions to the State Fire Marshal operation.

JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Post high school coursework/training in:  business administration, public administration, program evaluation or organizational/management analysis AND experience in a supervisory capacity in an organized fire department or in fire prevention and inspection work.

