		Program Manager, Emergency Management Job Description
	




			Campus Location: 
	Collegewide (District) 
	Position Type: 
	Full-Time Professional Exempt Contractual 

	Position ID: 
	
	Grade: 
	16

	Salary 
	
	FLSA: 
	Exempt - Not Eligible for Overtime Compensation 

	Date Posted: 
	
	Closing Date: 
	Open Until Filled 




		Reports To: 
	Director, Emergency Preparedness 
		Status: 
	First Review 







		Job Description: 
	




	The Program Manager serves in an administrative and leadership capacity and provides operational direction and administrative oversight for the Emergency Management for Higher Education (EMHE) Grant. 

	Duties & Responsibilities: 

	· Implements all tasks and deliverables of the Emergency Management for Higher Education (EMHE) Grant 
· Monitors all grant activities and ensures compliance with federal, state, and local requirements such as College policies and procedures, Department of Education policies and procedures, and the National Incident Management System 
· Supports the College campuses and operational divisions with the development or revision of emergency operations plans and procedures 
· Composes and ensures the accuracy of all reports required under the provisions of the EMHE grant 
· Coordinates and attends all internal and external meetings required under the provisions of the EMHE grant 
· Serves as the primary point of contact with all internal college entities and external first responder agencies involved in EMHE grant projects 
· Provides the external evaluator the data and information needed for project evaluation 
· Performs other duties as assigned

	Minimum Requirements: 

	· Master's Degree in Emergency Management, Criminal Justice, Fire Services, Public Administration, Health Services, Political Science, or Business Administration and three (3) years of directly related experience in emergency management training, exercise development, and project management; or a Bachelor's Degree in a related field and seven (7) years directly related experience 
· Considerable knowledge of the principles, methods, and techniques of emergency management planning, training and exercising
· Considerable knowledge of the National Incident Management System (NIMS) and the Incident Command System (ICS). Must be certified in IS-100, IS-200, and IS-700 and the ability to complete I-300, I-400 within three months of hire. Please list on your resume all the ICS certifications you currently possess.
· Knowledge of the Homeland Security Exercise and Evaluation Program (HSEEP) and the ability to complete all recommended HSEEP courses (IS-120.A, IS-130, IS-139) within two months of hire. Please list on your resume any HSEEP certifications you currently possess.
· Knowledge of the organization and operation of local and regional emergency management programs 
· Knowledge of public relations and educational principles and techniques 
· Ability to plan, direct and coordinate complex emergency management projects to achieve desired goals 
· Ability to effectively participate in the development of comprehensive plans for unusual emergencies 
· Ability to perform research and prepare pertinent reports 
· Ability to establish and maintain effective working relationships with stakeholders 
· Possess excellent communication skills (verbal and written) 
· Ability to communicate clearly and concisely, verbally and in writing, to groups and individuals 
· Ability to facilitate the training of college personnel in emergency management activities 
· Ability to work effectively in a multi-ethnic, multi-cultural environment 
· Ability to work a flexible schedule that may include evening and weekend assignments 
· TEMPORARY GRANT FUNDED POSITION THROUGH DECEMBER 31.






