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Distinguishing Features of the Class: The work involves planning, developing and coordinating of emergency
services department projects. Work also involves accounting operations in connection with fiscal, budgetary and
account records of the department. Work is performed under the direct supervision of a higher ranking employee.
Does related work as required.

Typical Work Activities:

Assists in planning, developing and coordinating department projects pertaining to the first responder community
within Erie County.

Assists with maintaining registers of account distribution, vouchers, purchase orders and requisitions;

Maintains simple account files;

Assists with reimbursement claims for accuracy and completeness and to determine if they are in order;

Assists as the FOIL officer for the department:

Assists with the information for the department’s budget;

Assists in compiling fiscal data and preparing reports;

Utilizes enhanced computer systems and equipment in the completion of assigned tasks.

Full Performance Knowledge, Skills, Abilities and Personal Characteristics:

Good knowledge of emergency services disciplines, police, fire and emergency management and emergency
medical services; Good knowledge of federal, state and local emergency preparedness and response capability;
Good knowledge of emergency services policies, procedures and protocols for responding to disasters; Good
knowledge of current methods of maintaining and checking financial accounts and records; Good knowledge
ability to make arithmetic computations accurately; Ability to understand and follow detailed oral and written
instructions; resourcefulness; dependability; physically capable of performing the essential functions of the
position with or without reasonable accommodation.

Minimum Qualifications:

A) Graduation from a regionally accredited New York State registered college or university with a Bachelors
degree and two (2) years experience in a position involving the coordination of emergency services, law
enforcement, fire and/or emergency management work, with at least one (1) year in an administrative
capacity and accounting experience; or;

B) Completion of two (2) years of study at a regionally accredited or New York State registered two (2) or
four year college or university and five (4) years of experience in a position involving the coordination of
emergency services, law enforcement, fire and/or emergency services work, with at least one (1) year in
an administrative capacity and accounting experience; or;

C) An equivalent combination of education and experience as defined by the limits of (A) and (B).

Note: Verifiable part-time and/or volunteer experience will be pro-rated toward meeting full-time experience.



