
 

 

Assistant Fire Chief 
Job Description 

 

 

 

Department:   Fire 

Employment Status:  Full Time 

FLSA:    Exempt 

Civil Service:   Exempt 

Union:    N/A 

Date Approved:  September 25
th

, 2008 

 

 

I. POSITION SUMMARY 

 

Performs a variety of supervisory, technical, and administrative work in the supervision 

and administration of fire suppression, emergency medical service, hazardous materials, 

fire prevention and training activities of the fire department. Is second in command of the 

fire district and assists the Fire Chief in general aspects of the management and command 

of the district as well as specific areas of responsibility that include, but are not limited 

to; operations, training, and personnel management. 

 

II. SUPERVISION RECEIVED/EXERCISED 

 

The Assistant Chief works under the general guidance and direction of the Fire Chief and 

exercises supervision over department personnel directly or through subordinate 

personnel. 

 

III. ESSENTIAL DUTIES & RESPONSIBILITIES 

 

• Supervises and coordinates the activities of company officers in the delivery of 

fire suppression and emergency medical operations; the planning and 

implementation of training; and the planning and implementation of incident 

command procedures. 

• Assists the Fire Chief in the strategic planning and goal setting for the 

departmental long-range operational needs with respect to equipment, apparatus, 

training and personnel; supervises the implementation of such plans. 

• Assists the Fire Chief in the establishment of policies and procedures for the 

District in order to implement directives from the Board of Directors. 

• Assists the Fire Chief in the formulation, issuance and enforcement of 

departmental rules, regulations, and procedures in accordance with applicable 



District policies for all department members; assists with grievances, maintains 

departmental discipline and the general conduct of assigned personnel to the 

standards set forth by the Fire Chief and Board of Directors; assists in 

labor/management meetings with union representatives regarding department 

matters; assists with applicable contract negotiations. 

• Assists the Fire Chief in coordinating the preparation and presentation of the 

annual department budget; the expenditures of departmental appropriations; and 

the evaluation and recommendation for the purchase of new equipment and 

supplies. 

• Assists the Fire Chief in coordinating monthly reports to the Board of Directors 

regarding the department’s activities, as well as a variety of other reports as 

appropriate or assigned, including the annual report of activities. 

• Attends schools, conferences and other meetings to keep abreast of current trends 

in the field; represents the department in a variety of local, county, state and other 

meetings. 

• Performs the duties of the Fire Chief in his/her absence; responds to alarms and 

may direct activities at the scene of incidents or perform the work of subordinate 

personnel as required. 

• Performs other duties as assigned. 

 

IV. MINIMUM QUALIFICATIONS – EDUCATION & EXPERIENCE 

Associate’s degree or higher from an accredited college.  Eight (8) years of experience in 

the fire service with a minimum of the last five (5) being at the company officer level or 

above. 

Oregon Certified Emergency Medical Technician – Paramedic or ability to obtain within 

six (6) months. 

NFPA Certified Fire Officer 1 or higher 

Division/Group Supervisor qualified or higher 

NFPA Pumper Operator 

Hazardous Materials “On Scene Incident Commander” 

Maintain current and valid Class C Oregon Drivers License 

( Other equivalent certification & experience will be considered) 



 

V. MINIMUM QUALIFICATIONS – KNOWLEDGE, SKILLS & ABILITIES 

• Thorough knowledge of the principles and practices of effective supervision and 

administration as it applies to the fire service; considerable knowledge of fire 

suppression and prevention principles, procedures, techniques and equipment; 

considerable knowledge of fire and EMS training rules, regulations and 

requirements; considerable knowledge of fire and EMS practices, techniques and 

application; considerable knowledge of other agency operations and protocols. 

• Thorough knowledge of wildland and wildland/urban interface firefighting 

techniques 

• Skill in the operation of standard fire service and EMS tools, equipment and 

apparatus. 

• Must conduct him/herself with a high degree of integrity and in a manner that will 

bring credit to the fire district; must have the ability to be both a team player and a 

team leader. 

• Must be able to develop and organize instructional materials; ability to instruct 

effectively, maintain discipline, stimulate interest and command respect of all 

staff, volunteers and students. 

• Must be able to utilize various types of visual aids, office equipment, computers 

and computer applications effectively. 

• Ability to analyze the effectiveness of departmental operations, to diagnose 

problems, and to correlate department activities with changing conditions within 

the community; ability to train and supervise subordinate personnel in the duties 

of their position; ability to apply standard firefighting and emergency medical 

techniques to specific situations; ability to act effectively and within the districts 

best interest in emergency and stressful situations; ability to follow verbal and 

written instructions; ability to communicate effectively orally and in writing; 

ability to establish effective working relationships with employees, other agencies 

and the general public; ability to perform strenuous or peak physical efforts 

during emergency or training activities for prolonged periods of time under 

conditions of extreme heights, intense heat, cold or smoke. 

• Must be available to respond to alarms and other department business off duty 

and assume duty officer status on a regular basis. 

• Must be physically fit for fire service and EMS activities, emergency response, 

and be able to pass and maintain fitness standards as determined by department 

evaluation. 



 

VI. DESIRABLE QUALIFICATIONS 

NFPA Fire Officer 2 or higher, NFPA Instructor 2 or higher, NFPA Aerial Operator, 

Previous positive experience at the Battalion Chief Level or higher.  National Fire 

Academy Executive Fire Officer Certification.  Hold a four year degree from an 

accredited college or university with emphasis on business or other fire and EMS 

management related skills. 

 

VII. WORKING CONDITIONS 

Work is predominately performed in an office setting.  Occasionally, work is performed 

in emergency and stressful situations and the employee may be exposed to hazards 

associated with fighting fires and rendering emergency medical care, including smoke, 

noxious odors, fumes, chemicals, solvents and oils.  During these emergency situations, 

the employee works in outside weather conditions, including temperature extremes, 

during the day and night. 

The employee occasionally works near moving mechanical parts, in high, precarious 

places and is occasionally exposed to wet and/or humid conditions, fumes or airborne 

particles, toxic or caustic chemicals, risk of electrical shock, and vibration.  It is 

reasonably anticipated that the individual will be exposed to blood-borne pathogens and 

other infectious materials in the course of their duties. 

The noise level in the work environment is usually quiet, except during certain 

firefighting or EMS activities when levels may be loud. 

 

 

This job description should not be interpreted as all-inclusive or as an employment 

agreement between the employer and employee.  It is intended to identify the 

essential functions and requirements of this job and is subject to change as the needs 

of the employer and requirements of the job change.  Incumbents may be required 

to perform job-related responsibilities and tasks other than those stated in this 

specification.  Any essential functions of this position will be evaluated as necessary 

should an incumbent/applicant be unable to perform the functions or requirement 

due to a disability as defined by the Americans with Disabilities Act (ADA).  

Reasonable accommodation for the specific disability will be made for the 

incumbent/applicant when possible. 

 


