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JOB DESCRIPTION 
 
 

FIRE DIVISION CHIEF 
(Exempt/Management Position) 
 

POSITION DESCRIPTION 
Under general direction from the Fire Chief, the Fire Division Chief will be assigned to assist in and/or manage 
one or more Fire Department programs such as Fire Prevention, Operations, Safety, Training, Suppression, 
Hazardous Materials, EMS, Administration or other programs as needed.  This position is FLSA exempt and 
works a 40-hour work week schedule.  The Division Chief will be responsible for assisting in the overall 
operation of the Fire Department and its budget. The Division Chief will also serve as a Duty Chief on a 
rotating basis and is subject to emergency call and out of area response. 
 
In the absence of the Fire Chief, the Division Chief will assume the duties and responsibilities of the Fire Chief. 
 
SUPERVISION RECEIVED AND EXERCISED 
Supervision is provided by the Fire Chief.  Fire Division Chief supervisory responsibilities include the 
supervision of Fire Captains, Fire Engineers, Firefighters, Paramedics and other fire support personnel as 
needed.   
 
QUALIFICATIONS 
 
Knowledge: 

 Knowledge of principles and practices of organization, administration, personnel management and 
training. 

 Knowledge of modern firefighting and rescue principles, practices, techniques, and procedures, 
including the operation and maintenance requirements of the various types of fire apparatus and 
equipment. 

 Knowledge of mechanical, chemical, and related characteristics of a wide variety of flammable and 
explosive materials and objects. 

 Knowledge of fire prevention and hazardous materials regulation principles, practices, and procedures. 
 Knowledge of federal, state and local laws, codes and regulations pertaining to fire suppression, 

prevention, and personnel training. 
 Knowledge of personnel relations practices and procedures. 
 Knowledge of disaster preparedness principles, practices, procedures and Emergency Operations 

Center management/knowledge of the Incident Command System. 
 
Abilities, Skills and Other Characteristics: 

 Ability to make effective use of personnel, equipment and apparatus in emergency situations. 
 Ability to review and interpret building plans and specifications, and fire protection system plans and 

specifications. 
 Ability to instruct effectively, maintain discipline, stimulate interest and command respect of 

subordinates. 
 Ability to confer with other jurisdictions, insurance service offices, fire prevention bureaus and with the 

office of the State Fire Marshal.  
 Ability to implement regulations tactfully and impartially. 
 Ability to communicate clearly and concisely, orally and in writing. 
 Ability to establish and maintain cooperative working relationships with those contacted in the course of 

work, members of the public and with other members of the department. 
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EXPERIENCE AND EDUCATION 
 
Experience: 
Six years of progressively responsible firefighting experience with an organized fire agency, including a 
minimum of two years command experience at the company officer level, or acting company officer level. 
 
Education: 
Education and/or professional or technical training equivalent to graduation from high school. An A.A. Degree 
or a Bachelor's Degree in Fire Science, Public or Business Administration or related field is highly desirable.  A 
Chief Officer Certificate from the State Fire Marshall’s Office or Executive Fire Officer designation from the 
National Fire Academy is highly desirable. 
 
LICENSE AND CERTIFICATES 

 Possession of, or ability to obtain, valid California Class A, B, or Firefighter Driver's License. 
 

 Valid EMT-B or EMT-P Certificate. 
 

 PC 832 or ability to obtain within one year. 
 

 ICS 300.  ICS 400 or ability to obtain within one year. 
 
RESIDENCY 
Permanent Residence must be maintained within fifteen minutes normal driving time of the nearest City of 
Ukiah fire station. Normal driving time shall mean the most direct route, driven at the posted speed limit. 
 
PHYSICAL ABILITY 
Ability to achieve and maintain physical ability at the arduous level as defined in NWCG PMS 310-1.  This is 
customarily demonstrated by passing an annual pack test.  Ability to wear protective equipment weighing as 
much as 60 pounds, which includes self-contained breathing apparatus; ability to work in hostile work 
environments for extended periods of time; ability to lift up to 100 pounds, pull up to 150 pounds, and hold fire 
nozzles under pressure.  As a condition of employment, must refrain from using tobacco in any form. 
 


