
JOB DESCRIPTION FOR POSITION – Fire Safety Administrator 
DEPARTMENT – Administration and CDFD
The Fire-Safety Administrator will perform administrative functions for the Town of Carman and the RM of Dufferin as well as administrative duties for the Carman Dufferin Fire Department.  The position will coordinate with Safe Communities — Carman-Dufferin, provide Public Education as required, administrate the Workplace Health and Safety Programs for the Town of Carman and the RM of Dufferin, and provide administrative assistance to the Carman Dufferin Grey Planning District administration as necessary. This position will work cooperatively with the senior administration of the Town of Carman, RM of Dufferin. And will work with the Carman-Dufferin Fire Chief.  This position reports to the Chief Administrative Officers of the Municipalities.
Preferred Qualifications:
· Grade 12 education with preference for college or post-secondary education.
· Excellent organizational and communication skills
· Familiarity or experience with Safe Communities/Parachute organization
· Knowledge relating to Workplace Safety & Health
· Willingness to take all courses necessary to fulfill this position
· Interest and experience with fire departments Public Education program
· Standard/Emergency CPR/AED Certificate
· Fire Extinguisher Training
· AED Certificate
· ICS 100
· Must be self-motivated and able to work on one's own
· Must be able to relate well with the public — kids, seniors.
· Fire & Life Safety Educator Level 1 NFPA 1035 Certificate
· Educator experience (asset)
· Child Abuse & Criminal & Vulnerable Sector Check
Typical Duties
Safe Communities Carman — Dufferin
This position will cooperatively work with the Safe Communities Carman Dufferin Committee on Events that may include, but not be limited to: PACE Car; Mature Drivers Workshop; Brain Waves; Mental Health Awareness (May); Bicycle Safety (To be offered to children and Adults); Parachutes Safe Kids Week (June); Drowning Prevention Week (July); Suicide Awareness Day (September); National Seniors Safety Week (November); National Home Fire Safety Week (November); Internet Safety; Farm Safety.
Collaborate with schools (CC, CE, and DCS), Child Care Centers (Wee Care, TLC),
Carman Family Resource Center, Seniors Resource, Southern Health and Canadian Blood Services.
Administration for Safe Communities Carman Dufferin — Coordinate meetings; set agendas and complete minutes from committee meetings. Deal with phone calls, emails. Complete any research deemed necessary by this committee. Scheduling of events, as decided and approved by the committee. Completing any grant applications necessary for the operation of the committee. Responsible for Social Media for committee or events sponsored by this committee.
Attend events in the community pertaining to safety initiatives or round table discussions, fundraising events in the community (exposure).
Carman — Dufferin Fire Department's Public Education & Administrative Duties
Public Education Events may include, but not limited to - Fire Prevention Week; Bi-Annual Open House; Regularly scheduled fire extinguisher training; SAFE Families Program-Smoke Alarm Program, Car Seat training Program (Partner with Public Health) Car Seat program would be to have information/handouts about car seat installation and safety for Southern Health to give to clients; Fire Escape Planning and Coordinating of any other event deemed necessary by Public Education Officer and/or Fire Chief or Deputy. School Presentations- partner with school staff- i.e. Bike safety (Bike Rodeo), Back to School Safety, Fire prevention (Feb- Love to read month) and Sparky Backpack Program. Attend events in the community pertaining to safety initiatives or round table discussions, See Schedule “A” for Public Education Events/social media.  This list may be amended at any time.
Administration for Carman Dufferin Fire Department
Emails
Phone
Fire Department Media and Website
Policy and Procedure Maintenance
Maintain schedule for fire hall events or events within facility
Type/ Prepare correspondence for the office as assigned
Complete necessary reports for department and prepare graphs on CDFD data 
Complete the billing to MPI for qualifying service from department
Assist with public tours of fire hall
Organize and maintain the department’s computer systems and files
Aware of Community Concerns & create Action upon them
Vehicle & Property Burn Training- organized for tax receipt purposes
File and electronically log Fire Department call reports
File and electronically log all Fire Department training
Keep and Maintain logs of all new hires for CDFD, obtain yearly drivers’ license
Schedule annual fire suppression inspections for all TOC/RM facilities
Update and maintain fire inspections data for Fire Inspector
Assist Emergency Coordinator
Assist Fire Prevention Officer with emergency pre-plans and updates/site visits
and building electronic version
Assist Fire Prevention Officer building and maintaining mapping system
Coordinate Fire Hall Cleaning and submitting hours
New Employee Orientations for TOC, RM, and CDFD
Build and Maintain an Asset Management list for CDFD
Manage and Maintain All-Net Connect
Prepare Meetings for Protective Services and Minutes
AED Training and Maintenance — Organize AED training for the partnership organizations and ensure ongoing up-keep of AED units within Carman and Dufferin.
Workplace Health and Safety Program
This position will work cooperatively with the Senior Administration of the Town of Carman and RM of Dufferin to provide a Workplace Health and Safety Program and training for all employees that includes Accessibility.
· Coordinate meetings; set agendas and complete minutes for the Town of Carman & RM of Dufferin Health and Safety Meetings and send to Manitoba Government.
· Update Safety Center Bulletin Boards at various locations
· Coordinate with Department Managers to ensure that Municipal employees obtain the occupational health and safety training required (First Aide, WHMIS, etc.) and keep accurate records for renewals following up to ensure record keeping of all training and requirements are met and a record kept in the safety coordinators keeping, performing orientation for new and returning employees where appropriate, providing weekly toolbox talk procedures to Department Managers and ensuring records of these meetings.
· Coordinate with Safety Committees the development of the Safe Work Procedures and training programs for all positions within the employee agreement, ensuring any policies and procedures be sent to the Councils for approval prior to implementation.
· Coordinate employee hearing testing
· Safety Hub — update and schedule training
· Research
· Conferences
· Tool Talks - Safety Talks
· Ensure First Aid training is up to date
Administration for Carman Dufferin Grey Planning Office
Administration to assist as a backup when the Administration is away from the office or to assist when necessary if the workload is heavier.
Tasks -prepare permits, conditional use and variations.
Administration for Carman Dufferin Municipal Offices
Backup person for reception, phone, receipting, and social media posting
Mail, organizing & ordering office supplies
Courier & Postage – get setup meters/passcodes for each department/ staff and track the copies and postage for improved cost recovery and accuracy of department tracking and billing.
MMSM & WRARS Monthly & Quarterly Reporting, advertising for the recycling grant.
Lottery Licenses & Year end reporting
Filing of Minutes, Agendas, By-Laws and Financial Records of original and copies for archiving, Bulleting Board and Websites as required.
Connect Emergency Response Notification System – Record keeping and updating of owner and renter contact information, providing support for the emergency notifications that needs to be send out for Boil Water Advisories, Flushing, and any other emergency notification as requested and approved by Management.

Assist as required by the CAO’s of the TOC/RM with inter-office duties including
answering phones, covering vacation time, and any other administrative duties
deemed necessary.




Schedule A

	CDFD Public Education
	Pub Event
	Social Media
	Occurrence

	#9PMRoutine
	 
	X
	Seasonal - Spring & Fall & on website

	72hr - Get Prepared
	X
	X
	All year - newsletters, May - Emergency Preparedness Week & on website

	9.8.8 (mental health)
	X
	X
	suicide prevention - at schools for Sept 10 & awareness to community (when required) on website

	Ag Safety Week
	 
	X
	Seasonal annually

	ATV/ORV Safety Awareness
	 
	X
	seasonal & on website

	Back to School Safety
	X
	X
	beginning of school year & partnered with RCMP at school

	BBQ Grilling Safety
	 
	X
	seasonal annually & on website

	Bell Let's Talk (mental health)
	X
	X
	pub ed in January - at schools

	Bike Safety/Helmet/Concussion Prevention
	X
	X
	pub ed at schools - May/June and on website - partner with Parachute Canada

	Breakfast with Santa
	X
	 
	annually -partner with Homestead coop - community connection

	Burn Awareness Week
	X
	X
	pub ed with schools -partner with OFC for contest

	Button Battery Safety
	 
	X
	Pub ed - due to increase in incidents in hospitals

	Campfire Safety
	X
	X
	Pub ed with students & at community events

	Canada Day Fire Safety
	 
	X
	seasonal annually

	CDFD Public Education
	X
	X
	all year long and on website

	CDFD Open House
	X
	 
	every 2 years - pub ed of fire safety & community connection

	Child Car Seat Safety
	X
	X
	partner with family resource center & supply center with information sheets for residents

	Christmas/Holiday Fire Safety
	X
	X
	at breakfast with Santa event & info on website

	COPP - Citizens on Patrol Program
	X
	X
	awareness & recruitment at pub ed events & on website - data/reports to collect & submit

	Dehydration/Heat Stroke Prevention
	 
	X
	seasonal & on website

	Drowning Prevention
	X
	X
	have interactive table at pool with information & on website

	Dryer Vent Fire Safety
	X
	X
	also discussed at fire prevention pub ed events

	E-Bike Safety
	 
	X
	seasonal & on website

	Easter cooking safety
	 
	X
	March/April

	Emergency Preparedness Week
	 
	X
	May -annually - partner with Federal & MB EMO for information to public

	Fall Back - change clock change smoke alarm battery
	 
	X
	seasonal

	Fall Prevention
	X
	X
	November annually - interactive table at senior events & on website

	Farmer's Market
	X
	 
	June - Sept - interactive table with Fire Prevention info - annually

	Fire Extinguisher Training
	X
	 
	Throughout the year to various community organizations - scheduling, preparations, set up, presentation

	Fire Hall Tours
	X
	 
	June, July & August annually - organization, planning & materials

	Fire Prevention Week (theme changes annually)
	X
	X
	October - partner with Boyne Regional Library & schools, daycares, nursery schools - Contest

	Fire Safety Awareness
	X
	X
	presentation with seniors at Meadowood

	Flooding preparedness messaging
	 
	X
	Seasonal & if the situation warrants - on website

	Halloween Safety
	X
	X
	safety info given to schools annually

	Heating Safety (fireplace-ashes-heaters)
	X
	X
	seasonal & information at our pub ed events

	Holiday Fire Safety messaging
	X
	X
	seasonal & information at our pub ed events - on website

	Home Escape Planning
	X
	X
	pub ed events through the year & on website

	I Love to Read
	X
	 
	pub ed event with schools & daycares - Contest

	Ice Safety
	 
	X
	seasonal & on website

	June So Soon (Carman Collegiate)
	 
	 
	June - when weather permits - community connections

	Kindergarten classes Fire Hall Tours
	X
	 
	June - annually - fire safety education for students -scheduling & preparing info & education material

	May Long Fire Safety messaging
	 
	X
	seasonal annually

	New Year's safety messaging
	 
	X
	seasonal annually

	Pet Fire Safety
	X
	X
	pub ed events through the year

	Pink Shirt Day - Bullying
	 
	X
	February annually

	Poison Prevention
	 
	X
	March annually & on website

	Recreation Day Camp
	X
	 
	August - annually - fire safety education - visit at fire hall with the children

	S.A.F.E. Families Smoke Alarm Program
	X
	X
	OFC program for qualifying residents - all year & at pub ed events & on website

	Safe Kids Week (theme changes annually)
	 
	X
	partner with Parachute Canada on safety messaging - annually

	Safe Walking at Night
	 
	X
	seasonal reminders to residents

	Slow Down Move Over Day
	 
	X
	awareness to residents for safety for first responders - annually

	Spring Ahead - change clock change smoke alarm battery
	 
	X
	Seasonal

	Spring Storm Preparedness
	 
	X
	Seasonal

	Suicide Prevention (Mental Health)
	X
	X
	pub ed at schools for Sept 10 (WSPD) & resources to community & on website

	Teen Driver's Safety
	X
	X
	annually October - interactive table with students - partner with Parachute Canada

	Thanksgiving cooking safety
	 
	X
	annually - October

	Vandalism Prevention
	X
	X
	presentation with RCMP to students

	Winter Storm / Driving Preparedness
	 
	X
	seasonal & on website - MB EMO information

	 
	 
	 
	 

	 
	 
	 
	 

	Note: All these types of Public Education require research to ensure up to date information, links & resources for public safety.



