
   

 

  

 

 

 

FIRE DIVISION CHIEF 

 

 

DEFINITION 

 

To be responsible for a broad array of administrative, financial, operational, training, and 

programmatic services that are critical to supporting operational readiness and to do related work 

as required. Fire Division Chief areas of responsibilities may include overseeing the Field 

Operations, Administration, Community Risk Reduction and Training Divisions. The Division 

Chief has overall division program and project responsibility.   

 

SUPERVISION RECEIVED AND EXERCISED 

 

Receives general direction from the Deputy Fire Chief. 

 

Responsibilities include direct supervision of sworn and non-sworn professional, technical and 

support personnel.  

 

EXAMPLES OF DUTIES - Depending upon assignment, duties may include, but are not 

limited to, the following: 

 

Assist in the development of goals, objectives, policies, and priorities.  

 

Plan, direct, supervise and coordinate the activities of sworn and non-sworn personnel in 

providing an acceptable level of fire protection, emergency medical care, rescue and related 

emergency and non-emergency services.  

 

Ensure compliance of departmental policies and procedures with subordinate staff. 

 

Ensure that assigned division goals and objectives are accomplished through supervising and 

coordinating staff efforts; developing and implementing procedures and work plans; and 

reviewing and evaluating assigned division performance. 

 

Direct the implementation of training programs for assigned personnel.  

 

Review and complete employee performance evaluations and take appropriate action where 

necessary.  

 

Prepare specialized budgets related to assigned activities; assist in budget implementation, 

participate in forecasts of additional funds needed for staffing, equipment, material, and supplies, 

and administers the approved budget. 
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Perform administrative and management activities including budget development and 

monitoring; preparation of reports; purchase of capital assets; formulation of work plans, 

programs, and long-range strategic planning. 

 

Develop, plan, schedule, and coordinate assigned division programs; assess needs and oversee 

and ensure quality of those program activities; and ensure accurate completion and maintenance 

of all required records related to assigned programs. 

 

Supervise staff including provision of timely completion of performance evaluations, 

recommend and implement approved discipline, provide staff development, and maintain high 

standards necessary for efficient, professional operations. 

 

May assume command or function in a command role at emergency incidents and direct 

operations; may determine strategy, deploy apparatus, and direct department personnel in 

controlling the emergency and minimizing the loss of life and property. 

 

Model appropriate professional management conduct, maintain appropriate confidentiality of 

sensitive information, comply with and support department policies and procedures, labor laws, 

and MOU/Comp & Benefit Plan provisions. 

 

Oversee personnel actions including investigations, discipline, recruitment, and labor relations 

activities.  

 

Coordinate and manage other programs and projects as defined by the Fire Chief or designee. 

 

Foster intergovernmental relationships and constantly seek opportunities for providing services 

more efficiently through partnerships and collaboration.  

 

Participate in Fire Action Consensus Team (FACT). 

 

Share Duty Chief responsibilities as assigned by the Fire Chief or designee. 

 

Maintain an overall vision of safety during all incidents. 

 

Provide support to the EOC or department related Incident Action Plan (IAP). 

 

Coordinate and integrate with other local agencies. 

 

May be responsible for the management and oversight of the Fire Marshal's Office. 

 

May oversee development of all local emergency management programs, projects and plans 

required by local, state, and federal government. 
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Liaison with partner agencies City staff and Council. 

 

Serve as Acting Deputy Fire Chief as needed. 

 

QUALIFICATIONS  

 

 Knowledge of: 

Modern principles and practices of fire suppression, training, emergency medical and rescue 

operations, incident command systems and disaster operations, operational staffing 

requirements, mutual aid, auto aid, fire prevention, fire protection, hazardous materials, and 

public education. 

 

Organizational and management practices as applied to the analysis and evaluation of 

programs, policies, and operational needs.  

 

Principles and practices of organization, administration, budget, supervision, motivation, and 

personnel management.  

 

Principles, practices, and procedures of developing instructional courses and training.  

 

Pertinent Federal, State, and local laws, codes and regulations including those pertaining to 

fire prevention, inspection, and suppression.  

 

Modern and advanced technology used in municipal government. 

 

 Ability to: 

 

Plan, direct and organize fire suppression, fire training, fire prevention and support activities.  

 

Effectively manage an assigned division; evaluate division and specialized program needs 

and their overall effectiveness, and make recommendations for improvements, changes in 

operation, or staffing requirements. 

 

Participate in the development, review, evaluation, interpretation, and enforcement of 

Department policies, procedures, rules, and regulations. 

 

Interpret and apply Federal, State, and local policies, procedures, laws, and regulations.  

 

Participate in preparation and administration of a budget.  

 

Communicate clearly and concisely, both orally and in writing.  
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Prepare and deliver presentations to elected and appointed officials as well as fire department 

employees and members of the community.  

 

Establish and maintain cooperative-working relationships with those contacted in the course 

of work.  

 

Understand that every problem can be resolved more than one way and demonstrate a 

willingness to listen for other solutions.  

 

Evaluate current technology and methodology and make recommendations for change as 

needed.  

 

Provide direction and leadership to ensure consistent application of policies and coordination 

of activities within and external to division.  

 

 Think strategically; anticipate issues and solve problems consistent with the Department’s 

mission and render sound decisions. 

 

 Be proficient with Microsoft Office Suite including Word, Excel, and PowerPoint.  

 

 

EXPERIENCE AND TRAINING GUIDELINES 

 

Any combination of experience and training that would likely provide the required knowledge  

and abilities is qualifying.  A typical way to obtain the knowledge and abilities would be: 

 

 Experience: 

 

 Two years as a Battalion Chief or higher position or six years as a Fire Captain.  

 

 Education: 

 

A Bachelor’s Degree from an accredited college or university with a major in either 

management, public administration, psychology or labor relations or a closely related field.  

 

 License:  

 

Must possess a valid California Driver’s License appropriate to drive emergency vehicles and 

a satisfactory driving record.  
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ADA Special Requirement: 

 

Essential duties require the following physical abilities and work environment: 

 

Ability to work in a standard office environment with some ability to sit, stand, walk, kneel, 

crouch, squat, stoop, reach, twist, climb, and lift 150 pounds; some exposure to cold, extreme 

noise, outdoors, confining work space, electrical hazards, vibration, chemicals, dust, toxic waste, 

mechanical hazards, and explosive materials. 

 

 

Adopted Fire Board: 10/14/2020 

Employee Group: Deputy Fire Chiefs 

FLSA: Exempt 

Pre-Appt. Medical: Yes 

Safety Sensitive: Yes 

Form 700: Yes 

Job Code: 2412 


