                                THE AROOSTOOK BAND OF MICMACS

                                      POSITION DESCRIPTION         

TITLE:  Emergency Management Coordinator
CLASSIFICATION :  Part-Time/Temporary (8 hrs/wk. for a period of 1 year)
IMMEDIATE SUPERVISOR :  Tribal Administrator 

NOTE : The following includes data on essential job functions, as well as physical, mental, academic and experiential requirements for the work described herein. The description is meant to serve interviewers, applicants, and directors as a reference tool for determining whether applicant or employee qualifications are sufficient to perform the tasks and assume the responsibility for the work described herein. Some aspects of this position may change over time, according to the Tribes needs.

SUMMARY OF POSITION :  The Aroostook Band of Micmacs (ABM) Emergency Management Coordinator (EMC) shall be responsible for the planning,  implementation and ongoing evaluating of the ABM Emergency Management Plan (EMP) both pre-, during, and post- emergency, including the coordination of the actions of the tribal departments, under the direction of the Tribal Administrator, and Tribal Chief and Council.   
EDUCATION ( OR EQUIVALENT EXPERIENCE ):  A High School diploma and a minimum of five years experience in the Fire/EMS service.  Having experience is serving on a Community Emergency Response Team (CERT), or other similar community emergency readiness team/system, a plus.  
LICENSES OR CERTIFICATIONS: Valid Maine state driver’s license.  ICS and NIMS 100, 200, and 700 trained and certified.  HAZMAT Awareness and Operations and Weapons of Mass Destruction (WMD) trained and certified.  Instructor-level American Heart Association Basic Cardiac Life Support, First Aid and CPR credentials.  

SKILLS/KNOWLEDGE/ABILITIES (SKA) REQUIRED: Excellent oral and written- communication skills, organizational skills, and computer literacy.  Writing and developing EMPs. Familiarity with creating and implementing databases.  Ability to work independently and as part of a team.  Ability to work well in stressful environment. Strong Administrative and Leadership abilities and highly skilled in Incident Command.
WORKING CONDITIONS:  Regular office environment and field-exercise work.  May be required to do some travel both local and/or out-of-area, to perform job responsibilities and fulfill assigned trainings.    
FUNCIONS/TASKS:

1. Chairs the Tribal Emergency Management Committee, convening meetings on a regular basis, at least every six months

2. During non-emergency periods, along with other staff the Chief may delegate, assists the Chief in representing ABM on FEMA, State, and County emergency management committees and maintaining regular contact regarding emergency management with other partners including the Houlton Band of Maliseet Indians and other tribes, municipalities where core tribal properties are located, and county, state, and federal emergency agencies as appropriate

3. Collaborates and coordinates planning, training, exercises, and emergency response with other tribal nations and external cooperating organizations and agencies as appropriate

4. Coordinates implementation, operation, and update of this plan, e.g. such as the development of a tribal member emergency directory

5. Functions as incident commander for major emergency situations with the following responsibilities:

a. Directs and coordinate emergency response actions among the four dispersed core tribal areas (Presque Isle, Littleton, Caribou, and Connor Township)

b. Establishes immediate priorities and stabilizing measures, especially the safety of responders, other emergency workers, bystanders, and people involved in the incident, to manage resources efficiently and cost effectively

c. Determines incident objectives and strategy to achieve the objectives

d. Establishes and monitors incident organization, including adequate health and safety measures

e. Notifies and maintains regular contact with emergency partners as appropriate

f. Requests aid, if necessary, from the Houlton Band of Maliseet Indians, other tribes, key municipalities, and organizations and coordinates the delivery of aid to partners as directed by the Chief and as resources allow

g. Coordinates other departments in the recording of staff hours and other resources expended in responding to an incident and in preparing after-action reports

6. Develops and releases information as agreed with Tribal Chief about an incident to the news media, incident personnel, and other appropriate agencies and organizations

7. Remains knowledgeable of tribal community members that may need special assistance in the event of an evacuation

8. Oversees the maintenance, storage, availability, redundancy, and security of tribal emergency resources, facilities and equipment

9. Assists tribal departments in preparing emergency Standard Operation Procedures [SOPs]             

10.  Maintain strict adherence to the Privacy Act of 1974.  

11.  Review and abide by the ABMI Personnel Policies.

12.  Attends all required trainings and assigned meetings.

13.  Reports to work, meetings, trainings, and scheduled appointments on time.

14.  All other duties as assigned.

NOTICE: This position in no way states or implies that the responsibilities and tasks are the only responsibilities and tasks to be performed by the employee occupying this position. S/he will be required to follow any other instructions and to perform any other job-related duties as required by his/her immediate supervisor.

                   Requirements stated herein are minimum levels of knowledge, skills and/or abilities to qualify for this position. To perform the duties and responsibilities of this position successfully, the incumbent will possess the abilities and aptitudes to perform each task proficiently. " Ability " means to possess and apply both knowledge and skill.

                   All employment decisions, including promotions, transfers and others, are based on meeting all requirements herein, and on Tribal need, the employee's being in good standing          (including lack of disciplinary actions), meeting all applicable performance standards and other non-discriminatory criteria. The methods of fulfilling requirements are subject to possible modification to reasonably accommodate qualified individuals who pose a direct threat or significant risk to health and safety of themselves or others.

The Closing date of this position will be July 7, 2014.  All resumes must be accompanied with the proper application of employment which can be accessed at www.micmac-nsn.gov under job opportunities.  Please send applications/resumes to the following address: 


Aroostook Band of Micmacs


7 Northern Road


Presque Isle, Me. 04769


Attn:   Human Resources Specialist

 PREFERENCE WILL BE GIVEN TO NATIVE AMERICAN APPLICANTS 
