Project Manager Job Description:
JOB TITLE:  Emergency Preparedness Project Manager
RESPONSIBILITIES: Performs emergency planning, response and preparedness, training and exercise, and program development and outreach functions for the Consortium. 
DUTIES: 

Emergency Planning
*The Project Manager will work with the Emergency Preparedness Committee to coordinate the integration of the campus emergency plans.  All plans will be coordinated with both internal and external constituents.  
*Work with campus partners to include health services, (outside vendor for health services), counseling services and disabilities office to develop programs and plans to address and prevent violence on campus, infectious disease outbreaks and the special needs of students and others on campus with disabilities or unique needs.

Response and Preparedness 
*Work with campus and community partners on development, implementation, and management of emergency communications and notification systems for the institutions.  Assess current systems and enhance their capabilities to notify and communicate with students with special needs on campus. 
*Coordinate emergency response and assistance to any of the six campuses in the consortium.

Training and Exercising 
*Assist with the development and delivery of grant project program specific training and education to staff, students and faculty about emergency preparedness, mitigation, continuity and disaster response procedures. Training to include evacuation/sheltering procedures, and response to violent person on campus/active shooter.
*Work with Emergency Preparedness Committee members to maintain a database of emergency staff and other designated representatives trained in National Incident Management System-Incident Command System protocols.
*Assist with the coordination, design, and conducting tabletop, functional, and full-scale exercises to prepare staff for effective response to major emergencies and to test individual preparedness.
*Prepare or coordinate after action reports following exercises and major emergencies, including recommending improvements and incorporating findings into current emergency management plans.

Program Development and Outreach 
*Act as Chair of the Emergency Preparedness Committee.
*Assist the COF Emergency Preparedness Committee members with their individual campus emergency management programs as needed. 
* Act as a liaison and point of contact to City, Mayor’s Office of Emergency Management, EMS, Public Health Commission, and Police Department for the Emergency Preparedness Committee.
* Assist schools in developing MOA’s with partner agencies during the grant period.

Other 
*Perform other tasks as assigned by the Executive Director.
MINIMUM QUALIFICATIONS: 
*Two (2) years related work experience in one or more of the following emergency management planning areas: mitigation, response, continuity of operations, recovery, and/or preparedness. 
*A thorough knowledge of the fundamental principles of emergency management planning (e.g. mitigation, preparedness, prevention, continuity of operations, recovery, and response). 
*Experience in complex issue analysis and creative problem solving along with the ability to provide strategic options and recommendations.
*Ability to express ideas effectively, both orally and in writing.
*Commitment to, experience with, and ability to work effectively with a broad spectrum of individuals from a variety of diverse backgrounds.

EDUCATIONAL AND CERTIFICATE REQUIREMENTS:
*A bachelor's degree from an accredited college or university in emergency management, or community regional planning, or public administration.
*Incident Command System certificates for ICS 100 and 200. 
* Willingness to obtain the CEM designation of the International Association of Emergency Managers, IAEM, within two years.

PREFERRED QUALIFICATIONS: 
*Experience working for an institution of higher education.
*Experience creating and delivering emergency management training programs.
*Experience in motivating individuals to dedicate time and effort to tasks which may be a minor percentage of their responsibilities but are critical to the functioning, (e.g., response planning and training). 
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