
TITLE: FIRE CHIEF  
 
DEPARTMENT: FIRE DEPARTMENT 
 
IMMEDIATE SUPERVISOR:  MAYOR 
 
SPECIFIC JOB RESPONSIBILITIES:   
 

1. Shall be responsible for department budget development and administration, 
including expenses and revenue reporting of ACT 833 funds.  

2. Shall work with Mayor, City Council and State Firefighter Association (when 
applicable) to establish and enforce appropriate Fire Department policies and 
procedures.  

3. Shall be responsible for overseeing the effective and proper maintenance and 
care of all Fire Department vehicles, equipment and facilities.  

4. May be required to assume direct command of fire ground incidents, respond 
to fires involving fatalities and emergencies requiring evacuations.  

5. Shall be responsible for coordinating and overseeing the effective 
supervision, training and disciplinary action of all Fire Department personnel. 

6. Shall work with other agencies and departments to develop and maintain 
emergency response plans.   

 
SPECIAL KNOWLEDGE, SKILLS AND ABILITIES OR EDUCATION 
  

1. Knowledge of Federal, State and City laws and ordinances, including statutory 
and policy requirements. 

2. Ability to physically, mentally and positively react in a variety of emergency 
situations. 

3. Ability to speak effectively, courteously with citizens, business professionals, 
State and Federal officials and employees of the city while developing 
cooperative and continuing relationships.  

4. Ability to interpret a variety of instructions furnished in written, oral, 
diagram or schedule form.  

5. Ability to observe situations and record them clearly and accurately. 
6. Strong computer skills, including use and creation of spreadsheets, 

PowerPoints, word processing and time keeping system.  
 

MINIMUM QUALIFICATIONS 
 

1. Valid Arkansas driver’s license with clean driving record. 
2. High School diploma or equivalent 



3.  Must be certified by Arkansas Fire Academy, including but not limited to Fire 
Fighter 1 and 2 certifications, NIMS certification required for management 
level, 

4. Must have strong communication skills and budgeting knowledge/expertise. 
5. Must be able to maintain a high level of professionalism attitude and 

enthusiasm within the department.  
6. Ability to successfully complete all training classes or programs assigned. 
7. Minimum of 5 years in command and supervisory experience in a full paid 

department.  
8. Equivalent combinations of education and experience maybe considered. 
9. No felony convictions or misdemeanor convictions involving violence, 

weapons or illegal drugs.   
 

 
WORKING CONDITIONS 
 
 Fire Chief’s office is in a climate-controlled environment.  At times, the Fire Chief 
works in extreme conditions of heat, smoke, noise and hazardous materials and at any 
time during the day or night.  
 
 

The above information is intended to describe the general nature of this position 
and is not to be considered a complete statement of duties, responsibilities and 
obligations. 

 
 
 
 
 

I have read and understand the job description  
 
X____________________________________________ 


