 DATE: 11/16/2016
JOB GRADE

Job description: ALS Medical Coordinator

REPORTS TO:  Fire Chief

SUMMARY: Under the Administrative direction of the Fire Chief, directs and supervises the operations of the Emergency Medical Services Division of the Acton Fire Department.
SUPERVISORY RESPONSIBILITY: Yes (all EMS personnel)
DISTINGUISHING CHARACTERISTICS OF POSITION:

Supervisory Controls:  Employee frequently works independently.  Additional instructions are provided for new, difficult, or unusual assignments.  Initiative is required to carry out recurring assignments independently, referring deviations, problems, and unfamiliar situations to supervisor for assistance.  

Guidelines:   Specific, detailed guidelines covering most aspects of the assignment are provided. Employee adheres to the guidelines, Town of Acton Personnel Administration Plan and major deviations must be authorized by supervisor.

Complexity: Work consists of duties that involve simple to complex-related steps and processes.  Employee must recognize differences among a few easily recognizable situations and make decisions based on various choices.  Some aspects of the job, i.e. payroll, details and bill paying, are more complex than other aspects of the job.

Scope and Effect: Work requires the assessment of a variety of conditions and situations, formulating solutions, making judgments, and evaluating the effectiveness and quality of the completed project. Position deals with many confidential issues.  Errors in judgment could seriously affect the accuracy, reliability, and acceptability of department operations and services, the finances of the Department budget, poor public relation outcomes and significant legal repercussions.

Personal Contacts/Purpose of Contacts: Contacts are with other employees within the department and in other 

                    Town departments. At times, works with the general public, vendors and representatives of   

                         state agencies. Communication in person, by telephone and via standard written 

                         communication (i.e. e-mail).  Involves discussing simple to highly complex technical 

                         information as well as administrative information.

Physical Demands/Work Environment: Work includes some standing and walking over various surfaces. Must be able to operate a automobile.  Work is performed under office conditions using computer, telephone and standard office machines.
 KNOWLEDGE, SKILL AND ABILITY:

Knowledge:

· Comprehensive knowledge of the following: modern EMS/ambulance methods and equipment, rules and regulations, State Statutes, emergency medical law, Standard Operating Procedures, Incident Management System, EMS Rehab and Staging, training policies, personnel management, public education, continuing medical education requirements, dispatching, CISM, and national EMS trends.
· Knowledge of Mass Casualty Scene Management, with the ability to apply sound management of the disaster scene through tactical and strategical procedures. May function as EMS Branch Director for Mass Casualty Incidents.
· Extensive knowledge of EMS and Massachusetts EMS pre-hospital statewide treatment protocols and principles, practices and procedures.
· Extensive knowledge of modern EMS equipment, products and apparatus utilized in providing basic and advanced life support.
· Knowledge of Federal, State, and Local laws, regulations, and policies pertaining to pre-hospital medical care.
· Knowledge of ACLS, PHTLS, CPR, PALS, and other educational recognitions and certifications.
· Extensive knowledge of pre-hospital medical care; emergency medical services routine and mass casualty operations; local and state training and record keeping practices and principles; and personnel development. 
Skills:  

Be self motivating and able to motivate others, maintain discipline and possess a high level of interpersonal relations and communications. 

Ability: 
Ability to write and speak effectively, satisfactory perform basic public relations function, command subordinates under emergency and non emergency conditions, address local and regional EMS issues, and conduct post- EMS critiques with all companies involved in large or unusual incidents, and record and file proceedings from these critiques with the chief.  


MINIMUM ENTRANCE REQUIREMENTS: 

3 years of Paramedic experience, 2 years employment with the Town of Acton.  Currently MA certified EMT-P and a valid driver’s license.  Must be a non-smoker according to MGL Ch 41 S. 101A, Prohibition of Tobacco Products.  Must be in compliance with MGL Ch 41 S. 99A, requiring residency within a 15 mile radius of the Town.  
PREFERRED QUALIFICATIONS:

Instructor level certifications. Degree of higher education in related field. Fire Service Officer experience. Supervisory experience. 3 years of Paramedic experience working in an ALS 911 EMS system. Current CPR, ACLS, PALS and Firefighter I/II.

JOB DUTIES:

· Responsible for matters pertaining to the Department’s EMS Operation and the effective delivery of emergency rescue and ambulance services.

· Assists the Administration in formulating and coordinating various administrative functions as may relate to EMS and ambulance operations.

· Ensures Group compliance with appropriate policies, rules and directives; coordinates and directs EMS activities of companies at scenes.

· Performs specialized administrative and technical duties regarding EMS equipment maintenance, specifications and development, purchasing.

· Assists the Fire Chief in the EMS Division’s Budget preparation and planning.

· Reviews ambulance reports and creates annual Quality Control Document and EMS Annual Report.
· Organizes and oversees the Medication Ordering program and Drug Exchanges.

· Conducts monthly EMS training on a variety of topics for EMT-B and EMT-P’s.

· Administers and oversees Training (Monthly).

· Coordinates Department ACLS/BLS and CPR recertification every two (2) years.  

· Oversees a yearly Scenario Station with department members.

· Administers yearly Blood Born Pathogens Training for Department members. 

· Acts as liaison between the Acton Fire Department and Office of Emergency Medical Service.  Attends all EMS Coordinator meetings.  Attends Quality Assurance and CME subcommittee meeting as required.

· Oversees the OEMS annual State Inspections of all Acton Fire Department Ambulances.  Also ensures that both Ambulances go through the Safety Lane. 

· Will maintain Infectious Control Officer designation so that he/she can function as the department’s Lead Infectious Control Officer.

· Ensures that routine maintenance is scheduled for EMS equipment, cots, monitors, etc.

· Assists with all EMT-B and Paramedic Re-licensing for the Fire Department.

· Acts as the first step in the resolution of EMS complaints originating with both the hospitals and patients.

· Performs other duties as required or assigned by the Fire Chief or the Deputy Fire Chief.
_______________________________________________                 _______________
Department Head Signature                                           Date

_______________________________________________                  _______________
Employee Signature                                                           Date

