
PLEASE POST FOR ALL APPLICANTS TO READ

JOB POSTING NUMBER:  

*CURRENT MACON-BIBB FIREFIGHTERS ONLY!
JOB DESCRIPTION:

The Macon-Bibb County Fire Department seeks qualified applicants for an eligibility list for regular, full-time Fire Sergeants.  General duties:

GENERAL FIREFIGHTING DUTIES

 SEQ CHAPTER \h \r 1Building Inspection and Pre-Planning - Participates in pre-fire planning activities in order to identify unsafe conditions and to maintain extensive familiarity with building design, contents and characteristics.

 SEQ CHAPTER \h \r 1Rescue Operations - Removes people from danger in order to save lives and reduce pain and suffering.

 SEQ CHAPTER \h \r 1Ventilation and Forcible Entry - Releases confined heat, smoke and gases in order to enter a building to perform search and rescue and stop fire spread.  Provides access to buildings by using manual or power tools.

 SEQ CHAPTER \h \r 1Engine Operations - Supplies water to the fire ground as quickly as possible by laying hose and using appropriate appliances and methods to properly extinguish. (Prerequisite Qualifications must have been met)

 SEQ CHAPTER \h \r 1Extinguishing Fire/Extinguishing Agents - Uses all available resources to extinguish fire.  

 SEQ CHAPTER \h \r 1Ladder Operations - Deploys places and raises ladders in order to quickly enter a building, provide occupants a means of escape and provide means of elevation for firefighting and ventilation. (Prerequisite Qualifications must have been met)

 SEQ CHAPTER \h \r 1Hazardous Materials Operations - Identifies, contains and removes hazardous materials from a scene to ensure minimal contamination.

 SEQ CHAPTER \h \r 1Salvage and Overhaul Operations - Keeps extent of property loss to a minimum by removing and protecting property, removing water and fire debris and securing premises.

 SEQ CHAPTER \h \r 1Standard Safety Guidelines - Performs standard safety procedures to ensure a safe working environment for self and fellow firefighters.

 SEQ CHAPTER \h \r 1Emergency Medical Care - Provides basic medical care and treatment at the Emergency Medical Responder Basic Level in order to save lives and reduce pain and suffering.

 SEQ CHAPTER \h \r 1Station Duties - Maintains a well-ordered, clean living and working environment in order to facilitate efficient operations.  Receives and handles walk-in reports of emergencies and answers phones.

 SEQ CHAPTER \h \r 1Public Relations - Maintains good interpersonal interactions with citizens in order to facilitate good community relations and a positive image of the Department.

 SEQ CHAPTER \h \r 1Communication - Communicates in a professional manner with the public, co-workers, dispatchers, and other members of the public safety community.

DRIVER DUTIES

 SEQ CHAPTER \h \r 1Apparatus and Equipment Maintenance - Maintains apparatus and equipment in order to ensure proper functioning, safety and appearance.

 SEQ CHAPTER \h \r 1Operational Responsibilities – Drives apparatus under various weather and traffic conditions; arrives at the emergency scene safely, and positions the apparatus in the best tactical location available.  Supplies, positions and operates tools, equipment and extinguishing agents to support operations at emergency scene. (Prerequisite Qualifications must have been met)

ACTING OFFICER IN CHARGE DUTIES

 SEQ CHAPTER \h \r 1Administration - Completes and reviews paperwork and maintains logs to ensure all crew activity is properly documented.  Schedules daily crew assignments and crew’s leave to ensure that minimum staffing is met.

 SEQ CHAPTER \h \r 1Station Management - Ensures that the station is kept clean, fully stocked, habitable and fully operational.

 SEQ CHAPTER \h \r 1Crew Supervision - Oversees the day-to-day activities of subordinates.  Observes and evaluates subordinates’ performance.  Coaches, counsels and motivates subordinates to meet Departmental performance standards.

 SEQ CHAPTER \h \r 1Training - Develops and maintains proficiency in the various duties of the position by attending and participating in training sessions, drills, courses and presentations.  Ensures that subordinates’ training and development needs are met.  

 SEQ CHAPTER \h \r 1Incident Management - Oversees and directs all activity on the incident scene.  Sizes up an incident and develops a strategic operational plan to mitigate the incident.  Requests and directs firefighting, hazardous materials, rescue and emergency medical resources on the emergency scene.  

REPORTING RELATIONSHIP:



This position reports to a designated Fire Captain and/or Fire Lieutenant at an assigned Battalion station.

KNOWLEDGE, SKILLS, AND ABILITIES:

 SEQ CHAPTER \h \r 1Oral Communication Ability - Ability to speak clearly, concisely and in an organized manner, which includes using the proper pace, volume and grammar.  Ability to verbally transmit accurate information and facts using the proper level of detail to ensure understanding by others.  Ability to use appropriate non-verbal gestures to enhance communication.  Ability to listen effectively, which includes assessing others’ understanding of the communications and modifying one’s communications to the audience (especially public safety education events and/or details).
Written Communication Ability - Ability to write in a clear, concise and organized manner, using the most suitable format for the material/information.  Ability to write legibly, and use correct spelling and proper grammar.  Ability to write accurate information and facts using the proper level of detail to ensure understanding by others. 

Interpersonal Relations - Ability to interact with individuals and teams in a considerate, respectful manner, and to engage others in a constructive two-way conversation.  Ability to demonstrate patience, tact, courtesy, empathy, discretion and tolerance.  Ability to establish and maintain unbiased work relationships.  Ability to calm distraught people in emergency situations.

Leadership Ability - Ability to establish and maintain a command presence by demonstrating self-confidence, decisiveness and assertiveness.  Ability to initiate action when necessary and to persevere.  

Accountability - Ability to justify own actions/points of view and to support or be critical of subordinates’ actions as appropriate.  Ability to hold self and others accountable for actions and the consequences of those actions. Accountable to superiors.
Organizational Commitment - Ability to represent the Department in the best possible light, demonstrating commitment to the Department through actions and words.

Reasoning, Judgment and Problem Solving - Ability to gather information and evaluate information for relevancy.  Ability to use reasoning to form conclusions, rules, or to make sense of information. 

 Ability to define problems and to determine the probable cause(s) of a problem.  

Ability to devise multiple solutions/ contingencies and to evaluate their strengths and weaknesses.  Ability to anticipate consequences to actions.

Ability to Organize, Plan and Prioritize - Ability to prioritize, schedule, organize and delegate activities to achieve established goals.  Ability to develop a plan of action for activities/responses to incidents.  Ability to use effective time management skills to handle multiple tasks at one time.

Ability to Manage Resources - Ability to determine the need for and to request the necessary equipment, personnel and/or resources for a situation.  Ability to effectively utilize available resources to accomplish a task.

Ability to Function Under Stress - Ability to take and remain in command of a stressful situation.  Ability to maintain composure and demonstrate emotional detachment (objectivity) in emergency or disturbing situations.

Ability to Negotiate with and Persuade Others - Ability to persuade and influence others.  Ability to negotiate to find mutually acceptable solutions.  Ability to mediate compromises for disputing parties.

Flexibility - Ability to adjust to changing circumstances, remaining flexible when scheduling conflicts occur, taking on other roles when short-staffed and adapting or changing priorities as the situation requires.  Ability to be flexible when warranted and firm when necessary.  Ability to adjust and alter one’s decisions or subordinates’ decisions when warranted.

Supervisory Skills - Skill in providing feedback and communicating individual/company performance expectations.  Skill in assessing individual/company performance relative to Department goals and objectives.  Skill in counseling, coaching and mentoring individuals/company.  Ability to motivate employees/teams, maintain good morale within a company, and to set a positive tone to achieve goals/objectives.  

Skill in Fire and Rescue Techniques - Skill in performing rescue, ladder, ventilation and salvage and overhaul operations.  Skill in performing hose evolutions and extinguishing fire.  Skill in performing emergency medical care at the First Responder level.  Skill in operating power tools, hand tools and apparatus.  Skill in radio procedures and operation.

Knowledge of County and Department Policies and Guidelines - Knowledge of Department and County policies and guidelines (e.g., personnel, reports, general orders and notices, ERG’S and chain of command).

Knowledge of Fireground Operations –Knowledge of Department ERG’S pertaining to all types of emergency incident scenes.  Knowledge of the Incident Command System.  Knowledge of pump operations, including hydraulics and various means of water supply. In-depth knowledge of Aerial Operations.

Knowledge of various fire attack techniques, including offensive strategies and defensive strategies.  Knowledge of other fireground operations, such as controlling utilities, ventilation, and salvage and overhaul. (To have met the prerequisites means the individual must have been “turned loosed” to drive and operate emergency fire apparatus.)
Knowledge of Emergency Medical Care - Knowledge of initial patient assessment procedures.  Knowledge of trauma and medical patient assessment procedures, and methods for taking and reading vital signs.  Knowledge of Emergency Medical Responder level trauma and medical treatment procedures.  Knowledge of general medical terminology.  Knowledge of laws as they apply to patient care (Implied, Informed and Expressed Consent, Legal Duty to Perform, Federal Regulations for Narcotics, Abandonment, Negligence, Good Samaritan Laws, etc.).

Knowledge of Tools, Equipment and Apparatus - Knowledge of guidelines, policies and laws pertaining to equipment and apparatus, including inspection and operation.  Knowledge of personal protective equipment, including SCBA.  Knowledge of all equipment and location of equipment on the apparatus.  Knowledge of power and hand tools and their uses.  Knowledge of procedures for driving, positioning and stabilizing apparatus. 

Knowledge of Building Preplans and Fire Prevention - Knowledge of building of pre-planning procedures and related electrical, building construction, housing and building codes.  Knowledge of fire prevention and techniques.  Knowledge of common and structural hazards.

Knowledge of Fire Behavior - Knowledge of fire behavior and causes and origins of fire.  Knowledge of the reaction of fire to various materials (this includes hazardous materials, combustible and non-combustible materials and building materials).

*********************************

 SEQ CHAPTER \h \r 1MINIMUM REQUIREMENTS: Six years of continuous non probationary service/ experience as a Fire Fighter in the Macon-Bibb County Fire Department, and a minimum of two years of emergency apparatus driving experience.(As of the first date of the examination to be announced.) Applicant must have met the prerequisite qualifications set forth by the department to operate engine and aerial emergency fire apparatus. (i.e. must be turned loosed to drive an engine and aerial as of the first date of the examination TBA.)

Validation of Eligibility
I.
Fire applicants.  The Fire Civil Service Board shall review the application and all information and records on each initial applicant. The Fire Civil Service Board will certify after orally interviewing to the Fire Chief, through the Human Resources Department those applicants who meet the employment standards and are eligible for further consideration together with written findings on any applicant who is not recommended. The Chief of the department will make the final decision.


II.
Once enrolled in the process, the candidate must complete all phases of the process, unless he/she notifies the Fire Chief or Human Resources, in memorandum form, of his/her intent to withdraw.  Should a candidate withdraw, the Fire Chief will respond to the candidate in writing, of the acceptance of his/her withdrawal from the promotional process.  Once withdrawn from the process, the candidate may not reverse this withdrawal.

          III.   Any member deemed ineligible may appeal to the Department of Human Resources for 
                  reconsideration.  Any such appeal must be made in writing, attached to candidate’s
                  Promotional Process Application Form and forwarded to the Department of Human
                  Resources.

 SEQ CHAPTER \h \r 1GENERAL: Participation in this promotional process for Fire Sergeant is voluntary.  Candidates on-duty during the phases described below will be excused from duty and leave will not be charged.  
 SEQ CHAPTER \h \r 1PROMOTIONAL PROCESS: Once you voluntarily enroll, the promotional process will consist of three phases:    (1) a mandatory orientation; (2) a multiple-choice job knowledge examination, and (3) an assessment center consisting of three separate exercises.  

The following describes each phase: 

PHASE I - MANDATORY ORIENTATION: A mandatory orientation session will be held to familiarize candidates with all aspects of the Fire Sergeant Examination process.  Candidates who do not attend this orientation will be ineligible for further participation in this promotional process.

PHASE II - WRITTEN JOB KNOWLEDGE TEST:  The written job knowledge test will consist of 50 multiple-choice questions.  The entire written exam will be closed-book; that is, candidates may NOT bring or refer to the assigned reference material (listed below) during this test.  This phase will be timed.  Therefore, candidates are strongly urged to learn and commit to memory the source material. The reference materials for this portion of the test are:

*Macon-Bibb County Fire Department General Orders       
*Macon-Bibb County Fire Department Emergency Response 
  Guidelines                                                                         

*IFSTA Essentials, 6th Edition

*Brady Emergency Care 12th Edition
PHASE III - ASSESSMENT PROCESS: Each candidate will be evaluated by a panel of trained assessors during three separate exercises designed to reflect the duties of a Fire Sergeant and measure a subset of the knowledge, skills and abilities as has been aforementioned.  Throughout the process, candidates will assume the role of a Fire Sergeant role and participate in the exercises as if he/she were holding that rank.  The exam will consist of the following three exercises:

i. Coaching Exercise - The Coaching Exercise will be a role-play exercise in which the candidate will coach and/or advise a subordinate.  The candidate will review information and then discuss it with the subordinate.  

ii. Oral Presentation - The Oral Presentation will be a role-play exercise in which the candidate will address a group of citizens, fire department staff or subordinates on a topic related to the Fire Department.  

iii. Emergency Incident Exercise - The Emergency Incident Exercise will be a two-part exercise.  In this first part of the exercise, the candidate will be required to assume the role of the Driver in an Emergency Incident scenario.  In this part, the candidate will be a practical (hands-on) evolution.  In part two of the exercise, the candidate will be the Officer-In-Charge of a unit.  This will be an oral presentation in which the candidate will respond to questions about a complex emergency incident.  

The assessment center phase of this promotional process will be based upon current job requirements.  Although no specific source material will be designated for the assessment center phase of this promotional process, candidates are expected to perform consistently with the Macon-Bibb County Fire Department Emergency Response Guidelines.

PROMOTIONAL PROCESS SCHEDULE, UNIFORM REQUIREMENTS AND COORDINATING INSTRUCTIONS:

PHASE I - Mandatory Orientation: An orientation session will be conducted (specific date, time and location to be announced).  This orientation should take approximately four hours or less (depending on questions).  Candidates may attend either in uniform or in business casual attire.  Attendance is mandatory.  Candidates who are not present in the room once the orientation has begun will not be admitted, and will be excluded from further participation in this promotional process.

PHASE II – Written Job Knowledge Test Process: The promotional process is scheduled to be conducted. Specific reporting times and locations, and coordinating instructions will be issued in later written correspondence.  Each candidate is responsible for their own transportation. 
NOTE: Candidates may attend either in uniform or in business casual attire.  
PHASE III- Assessment Process: The promotional process is scheduled to be conducted. Specific reporting times, locations and coordinating instructions will be issued in a later written correspondence. Each candidate is responsible for their own transportation.

Uniform for this portion of the exam will be Class A Winter dress with appropriate Fire Ground PPE available.

Candidates who are not properly attired will not be admitted. 
NOTE: Candidates must be on time for all phases of this promotional process. 

APPLICATION PROCEDURES:  Candidates will complete the Fire Sergeant Promotional Process Application which is provided through the  Macon-Bibb County, Employment Human Resources Department, Willie C. Hill Government Center Annex Building, Suite 400 by 5:30p.m., Friday, March 20, 2015.  No Applications will be accepted after this date and time.  

Candidates are responsible for ensuring that the application is received in the Human Resources Department by 5:30p.m., Friday, March 20, 2015.  Do not rely on the County’s  mail or distribution system to transmit these applications.  Applications will be accepted at the Bibb County, Human Resources Department Willie C. Hill Government Center Annex Building, Suite 400 between 8:30a.m.and 5:30p.m., Monday through Friday (excluding scheduled holidays).  Receipts will be given only to those candidates who hand-deliver their applications.

ELIGIBILITY LIST AND SELECTION PROCEDURES:  
During the effective period of the eligibility list, the Fire Chief will select Fire Sergeants from the eligibility list using a rule of five.  Under this rule, for each vacancy, the Fire Chief will consider the top five scores on the eligibility list plus ties at the fifth score.  The Fire Chief will have sole discretion of who to select within these top five scores plus ties at the fifth score.

Employees who receive disciplinary action(s), which by itself or cumulatively resulted in a demotion(s) or a suspension(s) of five or more days will be removed from the promotional eligibility list and may not stand for examination within one year of the date of the conduct giving rise to the disciplinary action.

Candidates not initially selected may be reconsidered during the effective period of the eligibility list. 

For information, call the Human Resources Department (478-751-2720).
***************************

DESIRABLE EDUCATION AND EXPERIENCE:

High school graduate or equivalent GED.

NECESSARY SPECIAL REQUIREMENTS:

Completion of training and certification as a firefighter by the State of Georgia.

Applicant must have met the prerequisite qualifications set forth by the department to operate engine and aerial emergency fire apparatus. (i.e. must be turned loosed to drive an engine and aerial as of the date of the examination.)

Completion of ISO and Georgia Firefighter’s Standards and Training Council hours of annual in-service training.

Completion of CPR, EMR/EMT, AED, Divers, Airport, NFPA, Hazardous Materials, and other certifications, as appropriate.

Possession of a valid Non-Commercial Georgia Class F Driver’s License.

Must meet other requirements as established by Macon-Bibb County Promotional Ordinance.

Must achieve and maintain minimum standards of Physical Fitness Programs.

ADDITIONAL INFORMATION:

All candidates will be informed of any changes or additional information in writing as they arise.  After the applications for this rank have been received and tabulated, the exact dates and times of the candidate preparation sessions will be announced in writing.
POST DATES:  March 2, thru March 20, 2015			          CLASS CODE:  0846





CLASSIFICATION TITLE:  FIRE SERGEANT





JOB CLASS (GRADE):  F2  					   





LOCATION:  FIRE DEPARTMENT	     WORK WEEK:  VARIES       WORK HOURS:  VARIES





DEPT. HEAD:  FIRE CHIEF MARVIN RIGGINS 











Sergeant
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