[bookmark: _GoBack]EMS COORDINATION: Part-Time
JOB POSTING

The City of Evansville is looking for a leader to improve the operations of our Basic Level EMS service.  Effective communication and ability to lead volunteers and staff is an absolute must.  Further the department will need assessment in how it operates and what steps will be needed to advance and improve the service provided to the community. This position is responsible for ensuring that the City of Evansville and township areas within the Evansville Emergency Medical Service’s service area are continually provided with emergency medical services in a prompt and effective manner.  The Emergency Medical Services Coordination supervises and coordinates the day-to-day operations of the Evansville EMS Department.  This position reports to the City Administrator/Finance Director and is an “exempt” position under the Fair Labor Standards Act.  This position is Part-time and is budgeted as a 20 hour a week position.  

Examples of Work (illustrative only):
· Enforces City and department policies & procedures.  
· Ensures that all EMS personnel receive adequate training to meet applicable federal, state, and local requirements. 
· Oversees ambulance run reporting, ambulance run coding for billing, quality assurance of field skills and field reporting. Reviews and authorizes payment of accounts payable. 
· Prepares, presents and implements the annual EMS budget.  Reviews, writes and enforces departmental policies and procedures approved by the Public Safety Committee.  
· Maintains, accesses and protects confidential patient records in accordance with HIPPA regulations. Manages equipment, vehicles and supply inventory.  
· Supervises the on-call emergency medical technicians (EMTs), any full-time or part-time EMTs, and the Assistant EMS Coordinator.  Performs or coordinates recruitment, hiring, scheduling, and assignment of job duties.  
· Exercises discretion regarding the means for ensuring that full EMT crews are on call 7 days per week, 24 hours per day.  
· Evaluates skills levels and performance of personnel.  
· Manages the training files, medical files and personnel files of all department employees. 
· Responsible for the planning, scheduling, and reviewing activities of the City’s emergency medical services staff.
· Oversees the public relations aspect of the EMS Department.  
· Demonstrates establishing and maintaining effective work relationships with City, township and county officials, contract communities, and the general public.  
· Coordinates the public education sessions related to emergency medical services.  
· Attends regular and special meetings of the Common Council and Public Safety Committee.  Represents the EMS organization at state, county and City government levels.  
· Prepares reports and presentations as needed.  
· Working skill in computer and technology applications relating to administration and Emergency Services.
· Fill ambulance run shifts as needed

Job standards (acceptable experience, training and education):
· High school diploma /GED is a minimum.  Completed academic or technical college courses relating to emergency medical services, administration, business, other medical services, or related studies is preferred.  Associate degree or higher is highly preferred.
· Basic EMT license is a minimum.  Advance EMT or Paramedic level licensing is preferred.  
· Minimum 5 years of experience as an EMT, Advance EMT or Paramedic.  
· Two years of supervisory or leadership experience; experience as an instructor in various EMS job-related skills; or an equivalent combination of training and experience which provides the following knowledge, skills, and abilities.  
Pay
Salary for this position is $22.00 - $26.00 an hour equivalent at 20 hours a week or $22,880 – $27,040 annual.  Final compensation will depend on qualifications.  

Deadline
The City will begin reviewing applications and schedule interviews starting November 6th.  Position remains open until filled.  Position will be filled after review of formal application/resume and an interview.  Personal, professional and criminal reference checks may be required.  

Mail all applications and/or resumes` to:
City of Evansville – EMS Coordination Position
PO Box 76
Evansville, WI 53536

Deliver all applications and/or resumes` in a sealed envelope marked “EMS Coordination Position” to:
City Hall
31 South Madison Street
Evansville, WI 53536

Direct your questions to Ian Rigg at 608-882-2263/ian.rigg@ci.evansville.wi.gov 


City of Evansville is an Equal Opportunity Employer.

