
 
WOOD COUNTY 

Job Description 

 
JOB TITLE: Deputy Director/ Homeland Security/Emergency Management / 9-1-1 

 

DATE PREPARED:   

 

 

PURPOSE:  

 

  In view of the existing and increasing possibility of the occurrence of disasters of unprecedented size 

and destructiveness and large-scale threats, resulting from terrorism, enemy attack, sabotage or other 

hostile action, or from fire, flood, earthquakes or other natural or man-made causes and in order to insure 

that preparations of this county will be adequate to deal with the disasters and large-scale threats, and 

generally to provide for the common defense and to protect the public peace, health and safety and to 

preserve the lives and property of the people of the county, it is found and declared to be necessary to 

establish the Department of Homeland Security and Emergency Management  

 

 

SUMMARY:  

 

The Wood County Office of Homeland Security and Emergency Management operates under West 

Virginia State Code 15-5. The Homeland Security and Emergency Management assistant director 

operates under the general supervision of the director and is responsible for the organization and 

administration of a civil preparedness program designed to protect the population, as well as public and 

private property in the local jurisdiction and area of responsibility. In addition, the assistant director in 

absence of the director may be  responsible for the coordination of the operations of all governmental and 

non-governmental forces, including serving as a Point of Contact for the Department of Homeland 

Security, FEMA, West Virginia Department of Homeland Security and Emergency Management, EPA, 

State Police, local law enforcement, all fire department and emergency response personnel and all elected 

county and municipal officials, in the event of an emergency.  

 

ESSENTIAL DUTIES AND RESPONSIBILITIES: includes but not limited to the following:  

.  

1. Develop and direct digital mapping, database, and record management. This includes development of 

procedures and the preparation of reports and correspondence.  

 

2. Plan, organize, and coordinate the operation of the countywide 9-1-1 system with emphasis on 

relationships between Public Safety Answering Points.  

 

3. Consult with, assist, and advise user representatives and emergency service providers to obtain required 

coordination, support, and problem resolution.  

 

4. Establish and manage administrative and fiscal programs for the local emergency services in 

accordance with local, state, and federal program directives, guidance, and practices.  

 

5. Identify possible deficiencies in system hardware and software and administer service contracts to 

maintain equipment. Prepare specifications for the purpose of communications equipment. Recommend 

improvements and suggest advancement in program. 



6. Develop and present budget proposals, administer department revenues and expenditures, and perform 

long-range resource planning, as required. Compiles statistical data and verify statistical reports and 

inventory control. 

 

7. Attend meetings with public boards and organizations, news media, etc., as required, for public 

dissemination of information about the Homeland Security-Emergency Services and 9-1-1 Operations, 

resolve complaints and issues related to the operations. 

 

8. Oversee the resolution of addressing problems and review road name change petitions.  

 

9. Oversee testing of new applicants, provide training, establish training standards for dispatchers 

 

10. Maintain office equipment and department vehicles.  

 

11. Maintain a proactive relationship with various emergency services (police, fire, emergency medical, 

etc.) to ensure optimum coordination between these groups and Emergency Services.  

 

12. Continue to strengthen knowledge in homeland security-emergency services by periodic attendance of 

workshops, seminars, and professional development/technical training courses.  

 

13. Perform feasibility studies for future projects.   

 

14. Respond to all coercion to public safety involving terroristic threats or actions and hazardous 

materials release incidents of reportable quantity in the county, and report it to the State Office of 

Homeland Security and Emergency Services.  

 

15. Establish County policies of Homeland Security that are appropriately aligned with National and State 

Homeland Security Policies.  

 

16. Establish County policies for FEMA Incident Management System that is appropriately aligned with 

National and State Homeland Security Policies.  

 

17. In absence or under the request of the director is responsible for advising the County Commission in 

the event of declaration of local disasters and for the County Hazard Analysis and Mitigation.  

 

18. Assists in coordinating grants writing, review and approved grant proposals that are submitted to 

various agencies for funding of specific projects. Responsible for Grant Management requests, 

expenditures and documentation. 

 

19. Attend and satisfactory complete all required certification classes as specified by the director. 

 

 

 

 

 

 

 

 

 

 

 



SUPERVISORY RESPONSIBILITIES:  

 

In absence of the director directly supervises the Department of Homeland Security and Emergency 

Management and all 911 personnel.  Carries out supervisory responsibilities in accordance with the 

organization’s policies and applicable laws. Responsibilities include interviewing, hiring, training 

employees, planning, assigning and directing work; appraising performance; rewarding and disciplining 

employees, addressing complaints and resolving problems. On call 24 hours a day, 7 days a week, 365 

days. 

  

QUALIFICATION REQUIREMENTS:  

 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 

The requirements listed below are representative of the knowledge, skill, and/or ability required. 

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 

functions. (In the event the successful candidate does not currently possess the following requirements, it 

is expected this will be accomplished over a short period of time.) 

 

Hazardous Materials Awareness Level 1 Certification – Hazardous Materials Technician Level 

Certification (refreshers as needed)  

Professional Development Series:  

National Incident Management System certifications 

ICS 100, 200, 300, 400, 800 and 900 

Knowledge and regular use of the HSIN network accessing the emergency management page  

Working knowledge of the operations of the West Virginia Fusion Center and FBI Terrorist Task Force 

Working knowledge of the Homeland Security Exercise and Evaluation Program 

Working knowledge of the Computer Aided Management of Emergency Operations 

Experience working with THIRA (Threat Hazard Identification and Risk Analysis)  

Working knowledge of social media to ensure public awareness 

Working knowledge of in the use of WVDHSEM Resource Management Software WEB EOC 

Working knowledge of the FEMA EMPG grant process and requirements 

Certified user of DHS PCII 

Successfully pass thorough background check for PIV card  

 

EDUCATION and/or EXPERIENCE:  

 

Education:  

 

Minimum starting High School Diploma or Equivalent, plus 10 years of formal or technical education in 

related field of public safety in one of the following disciplines: Fire, EMS, EMA or Law Enforcement, 

including a minimum of five (5) years experience in a fulltime supervisory or management role within the 

aforementioned fields.  

 

Preference to the successful candidate possessing an above average knowledge or skill sets involving 

Homeland Security, weapons of mass destruction, hazardous materials, the State Interoperable Radio 

Network and mitigation of mass casualties or disasters. 

 

 

 

 

 

 



OTHER SKILLS and ABILITIES:  

 

The successful candidate must possess computer skills, digitized mapping knowledge, GPS, SMI 

equipment knowledge and working knowledge of PSAP equipment. Computer training in: data base, 

CAMEO, NOAA weather spotting and Computer Aided Dispatch software systems.  

Must possess excellent communication and interpersonal skills as lines of communication between the 

department and emergency services providers must be open and clear to ensure that all 

policies/procedures are understood by all agencies.  

 

 

PHYSICAL DEMANDS:  

 

The physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job. Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions.  

 The employee is occasionally required to sit, stand, and walk. The employee must frequently lift and/or 

move up to 50 pounds. Specific vision abilities required by this job include close vision, distance vision, 

color vision, depth perception, and the ability to adjust focus.  

 

WORK ENVIRONMENT:  

 

The work environment characteristics described here are representative of those an employee encounters 

while performing the essential functions of this job. Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions.  

While performing the duty of this job, the employee is frequently exposed to fumes, airborne particles, 

toxic or caustic chemicals, and outdoor weather conditions. The employee is occasionally exposed to 

extreme cold, heat, explosives, radiation, and vibrations.  

The noise level in the typical work environment is moderate with occasional exposures to loud noise 

levels. 


