Town of New London, NH

POSITION: Deputy Fire Chief DEPARTMENT: Fire
FLSA STATUS: Exempt REPORTS TO: Fire Chief
LABOR GRADE: 15 DATE: July 2026
GENERAL SUMMARY

The Deputy Fire Chief works under the general direction of the Fire Chief and has substantial
responsibility for scheduling work shifts and ensuring that all shifts are fully staffed; and
supervising, evaluating and disciplining fire personnel. The Deputy Chief also assists with
budget preparation, training personnel and liaison activities. Consults with the Fire Chief on
sensitive fire and policy issues. The Deputy Chief also serves as a department representative
as assigned by the Fire Chief.

ESSENTIAL DUTIES AND RESPONSIBILITIES

The essential functions or duties listed below are intended only as illustrations of the
various types of work that may be performed. The omission of specific statements of
duties does not exclude them from the position if the work is similar, related, or a logical
assignment to the position.

e Serve as second in command and assume responsibility for Fire Department operations
in the absence of the Fire Chief.

o Participate in the development and administration of Department policies, regulations
and initiatives.

e Assist in the preparation and administration of the Department budget; prepare RFPs.

¢ Assist with monitoring and evaluating the effectiveness of Department initiatives, policies,
regulations and service delivery methods.

e Plan, organize and direct Department programs, plans and activities as requested;
review reports prepared by officers; advise command personnel; coordinate
division/bureau functions with Department personnel.

e Develop and implement staffing plans and work schedules; serve as bridge between
shifts, the Chief and the call force.

e Assist in recruitment, hiring, training, evaluation and discipline of personnel, subject to
the approval of the Fire Chief. Ensure that all Department policies, regulations and
practices are followed. Assist Department personnel with career development.

e Perform liaison activities with mutual aid departments and dispatch.

e Assist with the development and deliver training programs; schedule, coordinate and
conduct industrial training at various Town locations conduct CPR, EMT, FF |, FF II, skill
maintenance and certification training for Department personnel; oversee work of outside
instructors; oversee CPR and other training for other Town Departments.

e Assist in the role and duties on the Emergency Management Committee in the Fire
Chief's absence.

e Serve as a representative of the Department with the media, civic organizations,
businesses, public interest groups, elected representatives, schools and other outside
organizations as requested by the Fire Chief.

e Oversee special projects as requested.

e Provide support as necessary or requested for collateral duty functions, including
purchasing, contract management and incident management.

e Perform shift level, company officer and incident command emergency response
functions.
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¢ Maintain Department records in accordance with applicable Town, state and federal

statutes and regulations.

Will be appointed Forest Fire Warden or Deputy Warden.

Attend Town, regional, state and federal meetings, seminars and trainings as required.

Prepare reports; analyze data and trends as required.

Serve as Department representative on committees as required.

Maintain current knowledge of Town, state and federal issues and

requirements related to the Fire Department; maintain current knowledge of best

practices.

e Performs similar or related work as required, directed or as situation dictates, or as may
be assigned by the Fire Chief.

e In person contact is an essential function of this position. This is not a remote position.

OTHER DUTIES AND RESPONSIBILITIES
Performs other related duties as requested.

SUPERVISORY CONTROLS The supervisor provides continuing or individual assignments by
indicating generally what needs to be done, limitations, quantity and quality expected, deadlines
and priority of assignments. The supervisor provides additional, specific instructions for new,
difficult or unusual assignments including suggested work methods or advice on source material
available. The employee uses initiative in carrying out recurring assignments independently
without specific instruction, but refers deviations, problems and unfamiliar situations not covered
by instructions to the supervisor for decision or help. The supervisor assures that finished work
and methods used are technically accurate and in compliance with instructions or established
procedures. Review of the work increases with more difficult assignments if the employee has
not previously performed similar assignments.

GUIDELINES Procedures for doing the work have been established and a number of specific
guidelines are available. The number and similarity of guidelines and work situations requires the
employee to use judgment in locating and selecting the most appropriate guidelines, references
and procedures for application and in making minor deviations to adapt the guidelines in specific
cases. At this level, the employee may also determine which of the several established
alternatives to use. Situations to which the existing guidelines cannot be applied or significant
proposed deviations from the guidelines are referred to the supervisor.

COMPLEXITY The decision regarding what needs to be done depends upon the analysis of the
subject, phase or issues involved in each assignment and the chosen course of action may have
to be selected from many alternatives. The work involves conditions and elements that must be
identified and analyzed to discern interrelationships.

SCOPE _AND EFFECT The work involves the execution of specific rules, regulations or
procedures and typically comprises a complete segment of an assignment or project of broader
scope. The work product or service affects the accuracy, reliability or acceptability of further
processes or services.

PERSONAL CONTACTS The personal contacts are with individuals or groups from outside the
employing agency in a moderately unstructured setting (e.g., the contacts are not established on
a routine basis; the purpose and extent of each contact is different; the role and authority of each
party is identified and developed during the course of the contact).
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PURPOSE OF CONTACTS The purpose is to obtain, clarify or give facts or information
regardless of the nature of those facts, i.e., the facts or information may range from easily
understood to highly technical.

SUPERVISORY AND MANAGEMENT RESPONSIBILITY This position has direct
supervisory authority and responsibility for the following positions: Captains, Lieutenants,
and all part-time and on-call firefighters.

DESIRED MINIMUM QUALIFICATIONS
Education and Experience
¢ Minimum of associate degree in fire science or a related field; bachelor’s degree
preferred.
e Seven years of progressively responsible supervisory experience in a fire department or
a combination of experience in a fire department and/or on-call department.

Three years of instructional experience in fire service/EMS program.

Knowledge, Skills and Abilities

o Knowledge of federal and state laws and regulations applicable to law enforcement
as well as the best practices of fire administration and methods.

e Excellent verbal, written and public presentation skills.

o Excellent leadership, management and financial skills.

o Excellent interpersonal, employee relations, problem solving and negotiation skills.
Ability to facilitate solutions to complex interpersonal, organizational, fire and
emergency management problems.

o Excellent instructional skills.

o Ability to work effectively with Town and other government/public safety officials at all
levels; employees; the public; union officials; businesses and public/private
organizations.

o Ability to work with minimal supervision in a fast-paced work environment; to
prioritize and balance competing needs; and to apply sound judgment, sensitivity
and diplomacy in addressing Town, fire and citizen needs.

¢ Ability to maintain confidentiality of sensitive Town, employee and citizen
information.

e Ability to research and analyze complex data, statistics and issues; anticipate
problems; and identify effective solutions.

¢ Ability to interpret, communicate and apply federal, state and Town laws, regulations
and policies.

e Excellent technology skills, including the use of word processing, spreadsheet
programs, databases and other software programs used by the Fire Department.
Attention to detail; accuracy; and ability to meet deadlines.

e Appreciation and respect for cultural diversity of the community.

LICENSING AND CERTIFICATION

NH Certified Firefighter I

NH Certified Fire Officer | and Il

NH Certified Fire & Emergency Services Instructor |
NH Certified Fire Inspector

Valid driver's license
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ICS 100, 200, 300, 400

EMT-B (nationally registered)

Hazardous Materials Operations level (Technician preferred)
Fire Inspector 1 (preferred)

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.

Minimal physical effort is required to perform administrative duties. The employee is frequently
required to stand, walk, sit, speak and hear and use hands to operate equipment. Moderate to
strenuous physical effort is required when responding to emergencies. Must occasionally lift
and/or move more than 100 pounds. Vision requirements include the ability to read and analyze
documents, make fine visual distinctions, use a computer and operate motor vehicles and other
equipment.

The employee is exposed to machinery with moving parts, irritating chemicals, extreme
temperatures, hazardous or potentially life-threatening situations, and inclement weather. The
work requires the use of protective clothing and devices.

TOOLS & EQUIPMENT USED
TO BE FILLED IN

WORK ENVIRONMENT

Work is performed primarily in offices, some work is performed at emergency scenes and is
performed under variable weather conditions, including temperature extremes; incumbent is
exposed to alarms and hazards associated with fighting fires, rescue, hazardous materials, and
rendering emergency assistance, including smoke, noxious odors, fumes, chemicals, liquid
chemicals, solvents and oils. The Deputy Fire Chief is on call to respond to major fires and other
emergencies.

Regularly operates motor vehicle and apparatus; when in the office, operates computer and
standard office equipment such as telephone, copier, and facsimile machine; when at a fire or
emergency, may be required to operate some or all the following equipment: light trucks,
various power tools, and hand tools, fire and emergency apparatus, radio, standard firefighting
and rescue equipment and tools.

This job description does not constitute an employment agreement between the employer and
employee, and is subject to change by the employer, as the needs of the employer and
requirements of the job change.) | have read and understand the job duties and expectations as
outlined in this job description.

Employee Signature Date

Equal Opportunity/Americans with Disabilities Act Employer

Deputy Fire Chief
Page 4 of 4



