
DIRECTOR 
Position Description 

POSITION: Director-Emergency Program Manager and Computer Coordinator 

Duties may include, but are not limited to the following: 

I. OBJECTIVES: 

A. Plan, organize and train the public for proper action in the event of a disaster. 

B. Plan, organize and train volunteers and public officials for proper action in the event of a disaster. 

C. Protect lives and property in all of Keith County by performing the coordination duties during disaster 
situations. 

D. Administer the operation of the Keith County Emergency Management Agency in cooperation with 
the 911 Center Director. 

E. Computer Services Support 

II. ESSENTIAL FUNCTIONS: 

A. Promulgate a general public awareness of Emergency Management, to include knowledge of the 
program and actions to be taken in emergencies. 

B. Develop local government emergency plans outlining the responsibilities of government and 
supporting groups under various emergency contingencies by coordinating the planning of all department 
and groups having an emergency mission or capability. 

C. Develop and coordinate local agencies' participation in Emergency Management disaster preparedness 
and operations. This includes advice and counsel about disaster matters to elected and appointed heads of 
local governments in the jurisdiction. 

D. Implement Federal, State, and Local government programs of financial assistance for Emergency 
Management to include establishing procedures to ensure compliance with Federal, State and Local rules 
and regulations governing such assistance. 

E. Cooperate with elected and appointed officials, both governmental and non-governmental, of the local 
governments; of the State and of the Federal government in the area in which he/she serves. 

F. Direct the emergency operations center internal procedures and staffing in conjunction with the 911 
Center Director, to permit key executives to control the coordinated emergency response of the local 
governmental departments and support groups. 

G. Be responsible for the hardware and software aspect of the 911 center, as well as maintain, oversee and 
provide guidance for various contractual agreements with respect to the operation of the 911 center, such 
as GIS mapping data, etc. 

H. Develop and arrange for exercises to practice the disaster operations plan. 



I. Arrange and develop the planning, guidance, coordination and direction needed to accomplish an 
effective emergency operating capability. 

J. Prepare and administer a budget for the Keith County Emergency Management Agency, outlining the 
costs and charges of all aspects of the operation. 

K. Direct and control the organization, administration and operations of the local Emergency 
Management organizations, subject to the direction and control of the appointing governing body(ies). 

L. Promote the accomplishment of the five major objectives of the Emergency Management and disaster 
program within the jurisdiction to include: 

I. Protect life. Develop the following systems: warning radiological monitoring; emergency 
public information; nuclear civil protection; and natural disaster preparedness. 

2. Save lives and protect property. Coordinate the capabilities for: rescue; preserving property; 
fire fighting and control; law and order; medical care; and debris clearance. 

3. Support recovery. Arrange for emergency management of: food; water; health and sanitation; 
housing emergency welfare; and emergency repair. 

4. Archive emergency operations capability. Develop plans, facilities and trained staff to 
accomplish; damage assessment and situation analysis; emergency operating centers; emergency 
operating plans; training and education of officials, workers, and the public in emergency 
functions and skills; and conduct tests and exercises. 

5. Provide support to accomplish the foregoing to include communications systems; 
transportation systems; facilities protection; public information; federal support; military support; 
and resource management. 

ill. RELATIONSHIPS: 

A. Reports to the County Commissioners and Emergency Operating Center Administrative Board. 

B. Works in conjunction with the 911 Center Director 

C. Cooperates with City and Public Safety Officials throughout the County. 

D. Works with the public, with State and Federal Agency personnel, and other public safety agency 
heads. 

IV. AUTHORITY AND ACCOUNTABILITY: 

A. The Emergency Manager is accountable to the County Commissioners of Keith County, Nebraska and 
to the Emergency Operating Center Administrative Board. 

V. QUALIFICATIONS 



A. High School diploma or equivalent. 

B. Keyboarding skills. 

C. Excellent communication skills. 

D. Sufficient physical skill to perform all duties safely and efficiently. 

I. Unimpaired or corrected vision. 

2. Unimpaired or corrected hearing 

3. Unimpaired speech. 

E. No conviction of a felony or serious misdemeanor. Must be able to be certified to access Federal 
Bureau oflnvestigation files. 

F. Ability to 

I. Tactfully communicate with the public. 

2. Carry out verbal and written instructions easily and efficiently. 

3. React immediately and professionally in emergency situations. 

G. Valid Nebraska driver's license. 

Physical requirements include, but are limited to: 

The ability to lift at least 40 lbs. 

Frequent sitting, Occasional standing, walking, reaching, climbing stairs, bending, squatting, kneeling, 
and twisting or turning. 


