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FIRE COORDINATOR 

 

DISTINGUISHING FEATURES OF THE CLASS:   This is managerial 

administration and technical work of a complex nature which involves 

responsibility for planning, supervising and implementing the 

operations necessary to effectively mobilize and safeguard the 

community in the event of fires and other emergencies requiring the 

services of firefighters as part of a county-wide fire service and 

mutual aid system. This involves coordinating fire communications and 

mutual aid plans, and maintaining ongoing and effective relationships 

with all local fire organizations, the County Fire Advisory Board, 

the County Legislature, and the New York State Division of Fire 

Prevention and Control. This position also involves providing 

training in modern techniques of firematics, safety, and fire 

prevention.  The work is performed under the general supervision of 

the County Legislature, and the County Fire Advisory Board in 

accordance with New York State laws and regulations. Supervision is 

exercised over a number of Deputy Fire Coordinators as well as other 

support staff. Performs related work as required. 
 

TYPICAL WORK ACTIVITIES: (Illustrative only) 

Develops, administers and updates a County Fire Mutual Aid Plan for 

County fire and emergency medical services;  

Ensures fire and emergency medical services for all County 

Communities in the event of a natural or accidental emergencies;  

Monitor and administer State training programs in firematics for fire 

and emergency medical services personnel, which shall include 

all the scheduling of classes, and the hiring of instructional 

staff;  

Acts as a liaison between the County Legislature, the County Fire 

Advisory Board, and the various fire departments within the 

County, and other County officials for the effective use of 

resources in response to fires and other emergencies;  

Oversees a County wide emergency communications system, assigning 

frequencies, purchasing equipment, and insuring compliance with 

proper radio discipline and procedures under authorization of 

the Federal Communications Commission;  

Interact with emergency operations during declared emergencies, by 

receiving information and coordinating services with local 

emergency providers; Supervises and participates in fire 

inspections of schools; 

Assumes duties as incident commander when acting as a Regional Fire 

Administrator;  

Meets regularly with regional emergency medical services authorities 

regarding issues relative to training procedures and medical 

protocols;  

Operates the County Fire Training Center insuring proper maintenance 

and operation of facilities, and to insure that proper supplies 

are on hand and also to instruct agencies on the proper use of 

facilities;  

Maintains a county wide inventory of available manpower, fire 

equipment, communications equipment and other emergency response 

resources; Establishes liaison with County Fire Coordinators of 
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adjacent counties for the development of inter county mutual aid 

programs and procedures; 

Keeps abreast of changes in firematic technology, and develops plans 

and needs estimates for the acquisition and potential use of new 

equipment on special services, and recommends the purchase of 

such equipment; 

Plans , implements and promotes public information programs in fire 

prevention and safety; speaks before public agencies, civic 

groups, school, etc.; 

Prepares reports as required; 

Performs a variety of related activities as required. 
 

Typical Work Activities are intended only as illustrations of possible types of work that might be 

appropriately assigned to an incumbent of this title. Work activities that do not appear above are 

not excluded as appropriate work assignments, as long as they can be reasonably understood to be 

within the logical limits of the job. 

 

FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES & PERSONAL 

CHARACTERISTICS:  Thorough knowledge of modern techniques and 

technology in firematics and fire prevention methods, strategy and 

tactics; thorough knowledge of the laws, rules and regulations and 

the aims and purposes of a state fire mobilization and mutual aid 

plan, and available fire service in the community; good knowledge of 

the principles and practices used in training firematics, and fire 

prevention; good knowledge of the local geography of the County; 

working knowledge of radio, telephone and teletype communications 

systems used in fire service including the regulations of the Federal 

Communications Commission and other regulatory agencies; ability to 

establish and maintain effective relationships with State, County, 

local officials, the news media and all levels of fire service; 

ability to effectively plan and coordinate a complex community 

response system to fires and other emergencies; ability to speak 

before public audiences on matters of fire protection and prevention; 

ability to supervise the work of others; initiative; tact; 

professional judgment. 
 

MINIMUM QUALIFICATIONS: Either 

a) Bachelor’s degree and three (3) years of  administrative or 

supervisory level experience involving fire and emergency medical 

services coordination and delivery, and must be a Past Fire Chief 

or Deputy Fire Coordinator in Putnam County; or 

b) Associates degree, and five (5) years of administrative or 
supervisory level experience involving fire and emergency medical 

services coordination and delivery, and must be a past Fire Chief 

or Deputy Fire Coordinator in Putnam County; or 

c) Graduation from high school or possession of a comparable diploma, 
and seven (7) years of administrative or supervisory level 

experience involving fire and emergency medical services 

coordination and delivery and must be a past Fire Chief or Deputy 

Fire Coordinator in Putnam County; or 

d) An equivalent combination of training and experience as defined in 
(a), (b) or (c) above. 

 

SPECIAL REQUIREMENTS: 

Certification as an Emergency Medical Technician class D at time of 

appointment. 


