5. EMD DUTIES & RESPONSIBILITIES
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SUGGESTED DUTIES OF A 
LOCAL EMERGENCY MANAGEMENT DIRECTOR

1. The duties of a local Emergency Management Director are numerous and varied.  Upon appointment by the locally elected governing body, that person becomes the town official charged with coordination of emergency preparedness.  Authority and execution of responsibilities are only as effective as the interest, support and supervision given by the appointing authority.  

2. Typical duties are to:

a. Coordinate the development of emergency response plans.

b. Coordinate local hazard vulnerability/analysis and hazard mitigation plan.

c. Coordinate the use of resources, equipment and manpower directly available to the community such as:

(1) Fire Department

(2) Police Department

(3) Medical Facilities

(4) Public Works Department

(5) Available Communications

(6) Volunteer and non-profit organizations

d.
Coordinate the development of a public notification and emergency public information plan.

e.
Organize the various services, as indicated in the emergency management plan, into an emergency unit that can operate effectively in the event of an emergency.

3. The person appointed should:

a.
Have knowledge of the types of Federal and State assistance available through Emergency Management programs;

b.
Work to attain the cooperation and support of the elected and appointed town officials to develop a comprehensive emergency preparedness plan;

c.
With the cooperation and support of the elected town officials, review and update plans and procedures annually;

d.
Be ready to furnish town, state and federal authorities with the current local Emergency Management situation and state of readiness;

e.
Realize that the function of Emergency Management Director never takes over command of the town;

f.
Operate within the framework of the local laws and carry out the directives of the elected officials with whom the principal responsibility for emergency preparedness rests.
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SAMPLE JOB DESCRIPTION

Local Emergency Management Director

DEFINITION:

Under the direction of the chief executive(s) of the community; plans, organizes and directs the Emergency Management programs for the municipality; acts as the community representative on all Emergency Management matters; and coordinates activities of the local Emergency Management Agency with other local, State, Federal, non-profit and private agencies.

DUTIES:

· Coordinates the planning, organizing and carrying out of local Emergency Management activities.

· Coordinates the development, maintenance and annual review of the of local emergency operations plan and other plans, as required

· Coordinates the use of resources, equipment and manpower available within the community, 

· Coordinates public information programs to keep all residents of the community informed about emergency management activities

· Establishes, maintains, and runs an Emergency Operations Center

· Coordinates a training and exercise program to prepare the Emergency Management organization for emergency operations.  Attends Emergency Management training courses and workshops.

· Keeps the chief executive(s) and State Emergency Management representative fully informed of all Emergency Management matters

· Acts as the community representative in dealing with other governmental and private organizations

· During emergencies; coordinates community resources, reports activities and conditions to State Emergency Management, and requests assistance as needed.  Coordinates damage assessment activities and promptly reports all damage assessment reports to the State 

SUGGESTED QUALIFICATIONS:

· Knowledgeable or certified in NIMS and ICS.  RSA 21-P:52.  

· Ability to deal effectively with local and State governmental officials.

· Knowledgeable of the structure functions, objectives and interrelationships of federal, State and local governments

· Ability to evaluate situations and exercise good judgment in making decisions.
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