LINCOLN COUNTY AMBULANCE DISTRICT
POLICY AND PROCEDURE MANUAL

Title

Chief of Operations


Number
102-1
       

Purpose - To outline the job description for the position of Chief of Operations.

Description - A full-time, exempt, salaried employee of the District who reports directly to the Chief Administrator.

Qualifications

1.  Education and Experience:

a.
BS/BA in related field of education, or equivalent industry experience.

b.
Five (5) years field experience in a supervisory role.

c.
Five (5) years field experience as a licensed paramedic with high volume service or District.

d.
Experience with labor management

e.
NIMS 100, 200, 700, and 800.

f.
NIMS 300 and 400 (Obtained within one (1) year of employment)

g.
Lives within 20 miles of Headquarters or lives in Lincoln County preferred.
2.  Job Knowledge:

a.
An understanding of laws, regulations, and requirements related to EMS.
b.
Thorough understanding of all district policies and EMS operational procedures.

c.
Excellent oral, written and communication skills. 

d.
Organizational techniques.

e.
Computer operations and data analysis.

f.
Considerable knowledge of the Incident Command System.

g.
Personnel scheduling, training, supervision, and evaluation

h.
Principals and practice of emergency medical care and EMS system operations.
i.
Personnel management, supervision, and employment law.

3.  Skills - The ability to:

a.
Effectively communicate in a diverse range of audiences and settings
b.
Oversees Battalion Chiefs within the District. Delegates responsibilities to the Battalion Chiefs and is responsible for the results of his/her delegation within the District.

c.
Maintain a positive, self-motivated attitude and function as a leader.

d.
Effectively manage time to achieve desired results and minimize stress. 

e.
Maintain an effective working relationship with outside agencies, fellow employees, subordinate personnel, and the general public.

f.
Independently plan, organize, schedule, coordinate and make decisions and judgments relating to assigned projects and other responsibilities.

g. 
Identify and resolve problems.

h.
Listen and integrate the ideas of others.

i.
Display a positive self-motivated attitude.
j.
Budgeting, purchasing, and bid procurement process with set planning committee. 

k.
Generate reports on computer data.

l.
Assess operational needs.

m.
Effectively communicate concepts, praise, and concerns in a manner that fosters and promotes excellence.

n.
Persuade others to negotiate solutions to conflicts and problems.

4.  Licenses: Valid Missouri driver’s license; valid EMT-Paramedic license issued by the Missouri Department of Health.

      5. Certifications:  CPR; ACLS; PHTLS or BTLS (preferred)
Typical Duties And Responsibilities

1.
Overall responsibilities
a. Coordinate and oversee the Ambulance District’s facilities, vehicles, assets and equipment.
b. Oversee district assets in current computer software.

c. Responsible for supervising repairs and maintenance of the previously mentioned items. 

c.    Responsible for upkeep of the District’s emergency operation’s plans.
d.  Participates in planning for replacement of facilities, vehicles, and equipment.                                                                                                                                                                                                                                                                                      
e. Functions as a member of any committee as needed regarding building or remodeling, vehicle purchases, and equipment purchases.
f. Responds as needed to emergency responses in the District

g. Prepare a monthly report to be presented to the Board documenting activities pertaining to the job responsibilities.

h. Assists with the preparation of the annual Budget for Operations.

i. Attends meetings, seminars, and development programs needed to stay abreast of changing trends in EMS. 
j. Performs other duties as assigned by the Chief Administrator and Board of Directors.

k. Assists in performing research studies to establish the need for future base locations.

l. Completes a yearly performance evaluation of the Battalion Chiefs.
m. Promotes a “Team Building” environment throughout the District using a variety of methods.
n. Coordinates the development, and evaluation, and needed revision of policies and procedures related to operations, goals, and objectives.
o. Recommends revisions of policies and procedures needed to ensure successful implementation and completion of training goals and objectives.
p. Enforces district policies and procedures, administering and documenting disciplinary action taken for inappropriate behavior.
q. Monitor and supervise the Battalion Chief and evaluate performance by direct contact and reports from subordinates.
r. Check for damaged and missing equipment on a periodic basis.  Replaces or repairs broken equipment.  
s. Assures completion of minor vehicle and radio repairs and reassigns vehicles as needed.  Investigate and report major repairs that are needed.
t. Coordinates with the Battalion Chief, administering and documenting all personnel actions.
u. Promptly communicates areas of notable performance to the employees respective supervisor. 
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This policy/procedure supersedes any previous policy or memorandum on this topic.
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