
MISSAUKEE COUNTY 
 

Title:  Emergency Services Coordinator  Department:  Planning/Emergency Services  

 

Purpose: 

The Emergency Services Coordinator is responsible for minimizing the impacts of major events resulting 

from natural and human-made disasters within Missaukee County through preparation for and coordination 

of response and recovery efforts.  The Coordinator guides the Missaukee County Board of Commissioners 

in exercising its authority and discharge of responsibilities issued to it by PA 390 of 1976, as amended. 

Position is also responsible for complying with emergency management standards established by the 

Michigan State Police/Emergency Management and Homeland Security Division (MSP/EMHSD).  By 

statute, the coordinator reports to the chair of the Board of Commissioners. Position will occasionally be 

required to work irregular hours and travel in his/her own vehicle. 
 

Responsibilities/Essential Job Functions:  

An employee in this position may be called upon to perform any or all of the following essential 

functions; this is not inclusive of all duties expected of the employee. To perform this job successfully, an 

individual must be able to execute each essential function satisfactorily. 

 

1. Maintain current Emergency Action Guidelines for Missaukee County in compliance with 

State and Federal regulations to ensure the program meets eligibility requirements for state 

and federal aid. Coordinate plans with governmental agencies at all levels to ensure 

coordination of emergency activities. 

 

2. Develop and maintain plans for the use of facilities, equipment, manpower and other 

resources including governmental and private services necessary for the protection of 

public health, safety, and welfare in a disaster; coordinate plans and programs of other 

county units/departments as needed for dealing with disasters and emergencies. 

 

3. Meet on a regular basis with emergency service providers, including but not limited to fire, 

medical, and county and state law enforcement to facilitate coordination and 

communication with providers.  

4. Serve as a Missaukee County representative of the Local Planning Team (LPT) and the 

Local Emergency Planning Committee (LEPC), and as such, develop emergency 

operations plans for facilities in the county that use certain hazardous materials; identify 

facilities subject to S.AR.A. Title III planning requirements and maintain records pursuant 

to the federal reporting requirements of S.A.R.A. Title III. Complete and submit the 

Hazardous Materials Emergency Planning (HMEP) Grant annually. 

5. Maintain inventory of property/facilities; oversee shelter selection and management. 

6. Manage and coordinate the preparation of local emergency plans to include warning, 

notification, emergency call lists and shelters.  

7. Maintain current knowledge of local, State, and federal laws, reporting requirements, and 

proposed legislation pertaining to Emergency Management matters.  

8. Develop and/or conduct exercises and drills to ensure that involved agencies and 

departments know their responsibilities and functions in an emergency and to help identify 

any potential flaws in the emergency action guidelines. Hold annual training exercises to 



test emergency action guidelines. 

9.  Complete and submit the annual Emergency Management Performance Grant and 

quarterly reporting documentation and coordinate the utilization of the Homeland Security 

Grant Program for training, equipment, and enhanced response capabilities. Seek state and 

federal disaster aid as needed and conduct damage assessments as necessary.  

10.  Responsible for providing the Michigan State Police Emergency Management and 

Homeland Security Division (MSP/EMHSD) with proper and adequate information in 

times of disaster to facilitate County eligibility for State and Federal monies should they 

be available.  

11.  Participation with and/or membership on relevant boards and committees such as the 

Region 7 Homeland Security Planning Board (R7HSPB), the District 7 Emergency 

Management Association, and Missaukee County’s Safety Committee, Courthouse 

Security Committee, and others as needed. 

12. Activate Emergency Operations Center with consent of the Chair of the Board of 

Commissioners. 

 13. Perform related work as required. 

EMPLOYMENT QUALIFICATIONS: 

The requirements listed below are representative of the knowledge, skills, abilities and minimum 

qualifications necessary to perform the essential functions of the position.  

 

1. Associate’s degree in land use planning, public administration, or related field. Bachelor’s degree 

preferred. 

2. Three years’ experience in public sector administration is preferred. 

3. Thorough knowledge of the principles and practices of emergency management through current or 

previous experience in Emergency Management, Law Enforcement, Fire Services, EMS, or the 

military, with knowledge of governmental organizations and functions. 

4. Possession of or ability to achieve Professional Emergency Manager certification within 

three (3) years of employment and maintain through completion of annual renewal 

requirements. 
5. Ability to complete the Department of Homeland Security/Federal Emergency Management 

Agency (DHS/FEMA) Professional Development Series (PDS) curriculum. 

6. Ability to accomplish training in MICIMS and maintain qualification through use and annual user 

verification. 

7. Ability to communicate effectively, both verbally and in writing. 

8. Ability to effectively handle stressful situations. 

9. Ability to apply good judgement and work under emergency conditions with local, state and federal 

agencies, private organizations, and the public. 

10. Ability to utilize specialized software packages such as Microsoft Publisher, Excel, Word, and 

Outlook. 

11. Employee must be physically and mentally able to perform the essential duties of their position 

without excessive absences. 

12. Employee must be able to pass a physical examination and drug testing. 

13. Ability to operate a motor vehicle and possession of a valid license to do so. 

14. Ability to use office equipment such as telephone, fax machine, copier, and possess the computer 

skills necessary to effectively utilize databases, spreadsheets, and basic word processing.  



 

PHYSICAL REQUIREMENTS: 
This job requires the ability to perform the essential functions contained in this description. These 

include, but are not limited to, the following requirements: 

1. Prolonged sitting and standing while in the office.  

2. Ability to travel to and attend meetings/training seminars at off-site locations. 

3. Ability to walk over various types of terrain if necessary in a variety of weather conditions. 

 
Reasonable accommodations will be made for otherwise qualified applicants unable to fulfill one or more 

of these requirements. 

 

WORKING CONDITIONS:  

1. Works in office environment.  

2. Daily contact with the public. 

3. May be requested to attend out of town conferences or evening meetings. 

 

FAIR LABOR STANDARDS ACT STATUS:   

Non-Exempt (hourly) 

Missaukee County is an Equal Employment Opportunity Employer 

REVISION HISTORY:   

October 2019 

October 2022 

 


