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Purpose: The purpose of this standard operating guideline is to assign responsibilities of specific 

fire department functions and resources to department officers to ensure proper 
oversight and responsibility. 

 
Scope:  Town of Bristol Fire Department Officers 
 
Guideline: 
 
FIRE CHIEF (C-1) 
The Fire Chief is directly supervised by the Town Administrator and answers to the Selectboard. The Fire 
Chief is responsible for the planning, directing, coordinating, controlling and staffing of all administrative 
and operational activities of the department, for its continuous and efficient operation, for the 
enforcement of Policies, Procedures, and Guidelines of the department, for the completion of reports to 
the State of Vermont and others as needed.  The Fire Chief is also responsible for the implementation of 
regulations and standards.  The Fire Chief may assign duties related to his/her position to a designee of 
their choice; however, the Fire Chief is ultimately responsible for all activities of the department.  
 
THE FIRE CHIEF HAS OVERSIGHT RESPONSIBILITY FOR THE FOLLOWING: 
 

 All Town of Bristol Fire Department Paid on-call Firefighters (employees) 

 BFD Public Information 

 BFD Fire Station 

 BFD Apparatus 

 BFD Policies 

 BFD Standard Operating Guidelines (SOG) 

 BFD Respiratory Protection Program 

 BFD Social Media 

 BFD Annual operating budget 

 BFD Capital Equipment Plan 

 BFD Apparatus Replacement Plan 

 BFD Payroll 

 BFD Incident Records and Reporting 

 National Fire Incident Reporting System (NFIRS) 

 BFD Dispatching Contract 

 BFD Grants 

 BFD Automatic Mutual Aid Protocols 

 BFD Training Program 

 BFD Apparatus Driving/Operator Training Program 

 Addison County Firefighters Association – Representative 

 Vermont State Firefighters Association – Representative 



COMPANY OFFICERS 

 

All Company Officers report directly to the Fire Chief. Each Company Officer may assign duties 

specifically related to their position to a designee of their choice; however, each company officer is 

ultimately responsible for the oversight delegated by the Fire Chief to their specific positon. 

 

1st ASSISTANT FIRE CHIEF (C-2) OVERSIGHT RESPONSIBILITY FOR THE FOLLOWING: 

 Company-1 personnel 

 BFD Training Records 

 BFD Radios and Pagers 

 BFD Computers and Tablets 

 BFD Inventory Tracking System (PSTrax) 

 BFD Active 911 system 

 BFD Structural Firefighting Ensemble (maintenance) 

 BFD Hose & Ladder Testing 

 BFD Standard Operating Procedures (SOP) 

 BFD Fire Prevention Program 

 BFD Lock Box (Knox) Program 
 
2ND ASSISTANT FIRE CHIEF (C-3) OVERSIGHT RESPONSIBILITY FOR THE FOLLOWING: 

 Company-2 personnel 

 BFD Fire Station and Maintenance 

 BFD Station Access (codes and keys) 

 BFD Locker Assignments (Turnout Gear and Gym Lockers) 

 BFD Vehicle Extrication Equipment 

 BFD Portable Pumps 

 BFD Diesel Fuel Tank (filling and security) 

 BFD Rural Water Sites (Dry-Hydrants) Program 

 BFD Appliances 
 
CAPTAIN (K-1) OVERSIGHT RESPONSIBILITY FOR THE FOLLOWING: 

 Company-3 personnel 

 BFD Thermal Imaging Camera (TIC) 

 BFD Multi-Gas Detectors (MGD) 

 BFD Flashlights and Traffic Light Batons 

 BFD Fire Extinguishers 

 BFD Cutting Tools (e.g. K-12, chain saws, ventilation saw, reciprocating saws, etc.) 

 BFD Hand Tools 
 
LIEUTENANT (K-2) HAS OVERSIGHT RESPONSIBILITY FOR THE FOLLOWING: 

 Company-4 personnel 

 BFD Self-Contained Breathing Apparatus (S.C.B.A) and R.I.C. Air-Pak 

 BFD Fit Testing 

 BFD Air Filling System 

 BFD Annual Flow Test on S.C.B.A. units & R.I.C. Air-Pak 

 BFD Air Cylinders & Hydro Testing as needed 



APPARATUS FLEET MECHANIC 
 
TRUCK CAPTAIN & TRUCK LIEUTENANT 
 
The Truck Captain is directly supervised by the Fire Chief. The Truck Lieutenant is supervised by the 
Truck Captain. Primarily responsible for assuring that all Town of Bristol Fire Department apparatus are 
operational ready at all times.   
 
TRUCK CAPTAIN HAS OVERSIGHT RESPONSIBILITY FOR THE FOLLOWING: 

 BFD Apparatus-Maintenance and Repairs (accomplish or schedule) 

 BFD Annual Apparatus-Pump Maintenance (scheduling) 

 BFD Annual Apparatus-Pump Testing (scheduling) 

 BFD Annual Apparatus-Chassis Maintenance (scheduling) 

 BFD Annual Apparatus-Vermont DOT Inspection 

 BFD Apparatus-Insure Fuel Tanks are at or above ¾ full at all times. 

 BFD Apparatus-Insure Apparatus are washed and interior cleaned as needed. 

 BFD Annual Emergency Vehicle Driver Competency Course 
 
TRUCK LIEUTENANT HAS OVERSIGHT RESPONSIBILITY FOR THE FOLLOWING: 

 Perform assignments as directed by the Truck Captain. 

 In the absence of the Truck Captain perform those duties. 
 
CLERK 
 
The Clerk is directly supervised by the Fire Chief and is responsible for the following: 
 

 Town of Bristol FD-Roll call and attendance records of department meetings 

 Town of Bristol FD-Meeting Minutes (recording and distribution) 

 Town of Bristol FD-Correspondence as directed 
 

  



FIRE CHIEF 
(C-1) 

 
 

STATUS:     Paid on-call / Annual Stipend 
 
REPORTS TO:     Town Administrator and Selectboard 
 
APPOINTMENT PROCESS: The Fire Chief shall be appointed by the Town of Bristol 

Selectboard in accordance with the Town’s appointment 
policy. 

 
SUPERVISES: 1st Assistant Fire Chief; 2nd Assistant Fire Chief; Captain; 

Lieutenant (or Company Officers); Truck Captain; Truck 
Lieutenant; Clerk (or Support Officers); Firefighters 

 
DEFINITION:     Operational & Administrative Command Officer 
 
 
 
Job Description 
 
The Fire Chief is responsible for overall administration, organization and direction of the Town of Bristol 
Fire Department in order to ensure that loss of life, property, environment or injury, as a result of fire, 
natural disaster, or motor vehicle crash, is prevented and/or minimized. Additionally, the Fire Chief is 
responsible for the initiation, development, coordination, supervision and implementation of all 
operations and activities of the Bristol Fire Department, including: supervision of Department activities; 
formulating and enforcing Department rules, regulations, goals, policies, procedures, guidelines and 
programs; supervising and overseeing the activities of Department personnel, including hiring, training, 
counseling, promotion, commendation and discipline; coordinating Department budget; representing 
the Town in all fire service government related matters; and, any duties and responsibilities required by 
Town Policies, Ordinances, Codes and Vermont Statutes. 
 
The Fire Chief is supervised by the Town Administrator and ultimately is responsible to the Town of 
Bristol Select Board. He/she is responsible for directing the activities of the Fire Department and is the 
sole authority and assumes the role of Incident Commander at all incidents. Per 20 V.S.A § 2671-2675 
the Fire Chief is the authority having jurisdiction for all fire department activities. The Fire Chief is 
responsible for directing all paid on-call firefighters and ensuring they receive adequate training. The 
Fire Chief is also responsible for ensuring that all firefighting equipment, apparatus and station are 
monitored on a regular basis and in good working condition. He/she will be responsible for developing 
all policies, procedures and standard operating guidelines relating to the Fire Department and holds the 
overall responsibility of budget development and monitoring. 
 
  



Examples of Duties and Responsibilities 
 

- Assume the role of incident commander at emergency incidents and delegate authority to other 
officers as required. 
 

- Develop and comply with policies, standard operating procedures, and standard operating 
guidelines that will govern firefighting and rescue operations of the Department as well as 
establish goals for the Department and for individual personnel. 
 

- Plan, formulate and develop and enforce minimum standards of training and technical 
competence for officers and all other fire department personnel. 
 

- Assume full administrative responsibility for all operations conducted by the Department, and 
function within the fiscal and operational guidelines/polices established by the Selectboard. 
 

- Supervise personnel; including assigning and reviewing work and procedures, establishing 
priorities, hiring, and training, imposing discipline, and recommending personnel actions in 
accordance with Town and Department policies, procedures and guidelines. 
 

- Review reports and records of Department activities and operations and take appropriate action 
when required to assure they are effective. 
 

- Prepare and present budgetary documentation to the Selectboard, including, annual reports, 
capital plans and specifications. 
 

- Prepare, implement and periodically review programs of instruction designed to equip 
Department personnel with the skills and knowledge needed to perform the assigned tasks and 
to progress in responsibility and achievement. 
 

- Demonstrate proper methods of performing the various techniques of modern fire suppression. 
 

- Maintain membership in professional organizations to stay current with “best practices” in the 
provision of services to the community 
 

- Maintain professional and technical competence related to fire and rescue administration, 
prevention, suppression and public fire/safety education 
 

- Attend mutual aid meetings, as well as periodic attendance at Town Selectboard meetings as 
requested. 
 

- Work with the local Emergency Management Director as required. 
 

- Ability to organize, deploy and operate within the National Incident Management System (NIMS) 
Incident Command System. Ability to train department, and town personnel in the use of the 
NIMS Incident Command System. 
 

- Develop and maintain positive, cooperative and supportive relationship with other fire 
departments and agencies at all government levels. 
 



- Respond to requests from Town of Bristol Selectboard and Town Administrator as required. 
 

- Plan, organize, and direct the activities of Department personnel and allocate department 
resources in the prevention and extinguishment of fires to save lives and property. 
 

- Administer all personnel programs of the Department. 
 

- Liaison with appropriate officials in the Town, County, and state and federal agencies. 
 

- Prepare and administer the Department budget. 
 

- Manage and perform emergency scene operations involving life-saving and property protection 
work; conduct size-up, resource request and assignment, confinement, extinguishment, salvage, 
and overhaul. 
 

- Supervise, plan, evaluate, train, motivate, direct, and participate in the work assignments and 
activities of firefighters. 
 

- Conduct orientation, training, and practice drills in all phases of fire suppression and related 
activities to develop and maintain the capabilities, required standards, and readiness of 
firefighters; conduct training related to fire prevention, public education, accident prevention 
and department safety practices. 
 

- Responsible for proper maintenance and care of all equipment, apparatus, fire station and 
grounds; direct and participate in periodic inspection of same to insure that all assigned 
equipment, apparatus, facilities, and supplies are in a state of readiness; ensure completion of 
proper maintenance, documentation and repairs. 
 

- Perform administrative duties such as maintaining records, writing reports on the work activities 
such as fire and emergency reports, daily log book, equipment maintenance logs, and issue 
performance evaluations of probationary firefighters. 
 

- Be thoroughly familiar with response areas, pre-plan information, building occupancies, water 
supplies, special hazards, sprinkled buildings, lock box locations, and other available information. 
 

- Maintain a level of physical fitness to meet job requirements and perform the major job 
functions. 
 

- Maintain current knowledge of new firefighting and fire prevention principles, techniques, and 
methods.  
 

- Attend, training sessions and conferences concerning, but not limited to, fire suppression, 
personnel management, and hazardous materials. 
 

- Establish and maintain effective public relations and communications with customers and the 
communities served. 
 

 
  



Minimum Experience and Training Requirements 
 
A minimum of eight (8) years of previous firefighting experience, at least five (5) of which were as an 
operational and administrative chain of command officer (including but not limited to chief, deputy 
chief, assistant chief, or captain) in a fire/rescue department. Associate degree with three (3) years 
demonstrated supervisory experience, or higher or high school diploma (or GED equivalent) with four (4) 
years demonstrated supervisory experience. Additionally, the Fire Chief must have the following 
qualifications: 
 

- Firefighter-II certification compliant with NFPA 1001: Standard for Professional Firefighter 
qualifications. 

 
- Hazardous Materials certification at the Operations Level compliant with NFPA 472: Standard for 

Competence of Responders to Hazardous Materials 
 

- Vehicle Extrication certification at the Operations Level compliant with NFPA 1670: Standard on 
Operations and Training for Technical Rescue Incidents 

 
- Fire Service Instructor certification compliant with NFPA 1041: Standard for Fire Service Instructor 

Professional Qualifications within three (3) years of appointment. 
 

- Fire Apparatus Driver/Operator qualifications compliant with NFPA 1002: Standard for Fire 
Apparatus Driver/Operator Professional Qualifications within three (3) years of appointment. 

 
- Maintain compliance with the Vermont’s Implementation Plan for the National Incident 

Management System (NIMS). ICS-300 required for the position of Fire Chief. (Successful 
completion ICS-400 must be completed within two (2) years of appointment). 

 
 
Qualifications and Skill 
 
Must be able to provide evidence of extensive knowledge and experience of the following: 
 

- Modern and progressive fire prevention and suppression methods, practices and technologies as 
related to a full-time and/or paid-on-call department. 

 
- Best practice methods and practices of fire administration. 

 
- Computer systems and other methods of collecting and analyzing data. 

 
- Supervision of the operation and maintenance of various types of firefighting apparatus and 

equipment. 
 

- Use of firefighting tools and equipment and an ability to demonstrate their use to others. 
 

- Best practice training methods and the ability to supervise the training and instruction of 
personnel. 
 



- Fire prevention codes and ordinances, fire hazards and the methods and techniques of fire 
inspection and investigation. 

 
- Principles and practices of building construction and maintenance. 

 
- Ability to delegate authority to appropriate staff subordinates as well as monitoring adherence to 

established fire department policies, procedures, and guidelines. 
 

- Ability to evaluate staff subordinates in a fair and equitable manner – recommending 
commendations and administering discipline as necessary. 
 

- Ability to plan, recommend and support changes within the Department, the Town and the fire 
science fields to improve fire protection and public safety. 
 

- Ability to analyze fire problems and formulate policies, procedures, and guidelines as 
appropriate. 
 

- Ability to offer budgetary documentation to the Town Administrator and Selectboard and the 
ability to defend in a public forum the recommended operating budget of the Department. 
 

- Skill in dealing with the public, other agencies, other departments and Department personnel 
courteously but firmly and to establish effective working relationships with the public, new 
media, community officials, adjacent community fire, rescue and police departments, and other 
agencies involved in community safety. 
 

 
Management Style  
 
The successful candidate will possess the following management attributes: 
 

- A professional who has the experience and reputation for being an innovator and capable 
“change agent,” utilizing the most modern and state-of-the-art strategies and approaches in 
providing comprehensive emergency services. 
 

- Be “visionary,” innovative, creative and an advocate for change when such is in the best interest 
of meeting the Department’s mission. 

 
- Be skilled in evaluating personnel performance and capable of identifying and developing 

supervisory talent in others. 
 

- Have the willingness and ability through public speaking and personal contacts, to enhance 
understanding and support of elected officials and the public. 
 

- Be capable of utilizing human resources in an effective, productive manner, providing clear 
direction, counsel and support of staff and employees. 
 

- Be confident in broadly delegating authority to staff, while remaining accountable for 
Department services overall. 

 



Typical 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: 
 

- Specific vision abilities required by this job include close vision, distance vision, color vision, 
peripheral vision, depth perception and ability to focus. 
 

- Requires eye/hand coordination and manual dexterity. 
 

- Requires lifting up to 100 pounds. 
 

- Frequent bending, stooping and walking. 
 

- Ability to perform strenuous duty for prolonged periods in extreme weather and firefighting 
situations. 
 

- Physical strengths, endurance and agility to handle the extreme stresses of the position, to 
rescue persons from immediately dangerous to life and health atmospheres, apply the risk versus 
benefit factor when making decisions.  
 

- Must be in compliance with use of self-contained breathing apparatus. 
 

- Must possess sufficient strength and stamina to control pressurized hoses, extend ladders, 
operate hydraulic tools and perform other rescue operation in full turnout gear and with safety 
equipment. 
 

- Wear personal protective equipment weighing approximately fifty (75) pounds while performing 
the tasks described above. 
 

 
Work Environment  
 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job: 
 

- Spends extensive time outside exposed to the elements. 
 

- Tolerates extreme fluctuations in temperature while performing duties. Must perform physically 
demanding work in hot (up to 400ºF), humid (up to 100%) atmosphere while wearing equipment 
that significantly impairs body-cooling mechanisms. 

 
- Experiences frequent transition from hot to cold and from humid to dry atmospheres. 

 
- Works in wet, icy or muddy areas. 

 
- Performs a variety of tasks on slippery, hazardous surfaces, e.g. on rooftops or from ladders. 

 
- Works in areas where sustaining traumatic or thermal injuries is possible. 



- Faces exposure to carcinogenic dusts, such as asbestos, toxic substances, such as hydrogen 
cyanide, carbon monoxide or organic solvents, either through inhalation or skin contact. 
 

- Faces exposure to infectious agents, such as hepatitis B or HIV. 
 

- Faces possibility of being hit by falling objects, working at heights, being injured by explosives, 
risks exposure to radioactive substances, electrical shocks and infection. 
 

- Operates in environments of high noise, poor visibility, and limited mobility and in enclosed or 
confined spaces. 
 

 
Knowledge, Skills and Abilities 
 

- Modern principles, practices, and techniques of fire department administration, organization, 
and operation. 

 
- Modern methods and equipment used in fire suppression, prevention, and investigation. 

 
- Principles and practices of public administration, including personnel, employee relations, and 

budgetary control. 
 

- Applicable local, state, and federal laws and regulations. 
 

- Knowledge of Bristol Fire Department policies, procedures, and guidelines. 
 

- Knowledge of Fire Mutual Aid System. 
 

- Plan, organize, and direct an effective and comprehensive fire service program including 
suppression, prevention, investigation, and maintenance functions. 
 

- Effectively manage personnel, including the maintenance of discipline and performance 
standards. 
 

- Skill in the preparation and presentation of complex oral and written public communications. 
 

- Develop effective working relationships with those contacted in the course of work. 
 

- Establish and maintain effective public relations. 
 

- Work irregular or protracted hours and respond directly to emergencies. 
 

- Perform occasional heavy and hazardous physical labor. 
 

- Meet and maintain physical standards. 
 

- Effectively communicate, lead, supervise, plan, evaluate, coordinate, train, and direct the 
activities of firefighters or other assigned personnel. 

 



- Respond to emergency situations in a calm manner; make appropriate situational assessments 
and sound decisions. 
 

- Effectively deal with personal danger that may include exposure to fire encompassed 
surroundings, dangerous persons, dangerous animals, and hazardous materials, hazards of 
emergency driving, hazards associated with traffic control, working in and near traffic, and 
natural or man-made disasters. 
 

- Implement Department policies, procedures, and guidelines. 
 

- Conduct inspections and investigations, including evidence, preservation, gathering and 
presentation. Prepare and maintain accurate, concise, clear, complete, and timely records. 
 

- Understand and carry out verbal and written directions. - Maintain effective verbal and written 
communications. 
 

- Establish and maintain effective working relationships with Department staff and the general 
public. 
 

- Maintain physical condition appropriate to the performance of assigned duties and 
responsibilities that may include performing life threatening firefighting activities in an 
emergency situation; running, walking, crouching or crawling during emergency operations; 
moving equipment and injured / deceased persons; climbing stairs / ladders; performing life-
saving and rescue procedures; walking, standing or sitting for extended periods of time; 
operating assigned equipment and vehicles. 
 

- Effectively plan, direct, coordinate, and complete assigned projects, activities, and specialized 
administrative duties. 
 

- Perform additional duties and responsibilities as required. 

  



1ST ASSISTANT FIRE CHIEF 
(C-2) 

 
 

STATUS:     Paid on-call / Annual Stipend 
 
REPORTS TO:     Fire Chief 
 
APPOINTMENT PROCESS: The 1st Assistant Fire Chief shall be appointed by the Town 

of Bristol Selectboard in accordance with the Town’s 
appointment policy. 

 
SUPERVISES DIRECTLY: Paid on-call Firefighters. 
 
DEFINITION:     Operational & Administrative Command Officer 
 
Job Description 

 
The 1st Assistant Fire Chief is responsible for assisting with the administration and coordination of fire 
service activities under the direction of the Fire Chief in order to ensure that loss of life, property, 
environment or injury, as a result of fire, natural disaster, or motor vehicle crash, is prevented and/or 
minimized.  
 
This is a responsible administrative and supervisory position whose duties involve assisting in the 
planning, organization, and direction of the administrative and operational functions and programs of 
the fire department, as well as the direction and leadership of personnel, equipment, activities, and 
programs of the fire department under the direction and supervision of the Fire Chief.  
 
Performance is evaluated periodically through reviews completed by the Fire Chief. 
 

 

Examples of Duties and Responsibilities 

 
- Performs duties serving as a confidential staff advisor to the Fire Chief in researching, 

recommending, crafting, implementing and enforcing policies, procedures, guidelines and other 
directives issued by the Fire Chief. 
 

- Directly supervises firefighters as part of a company. 
 

- Supervises subordinate officers in an operational capacity. 
 

- Maintains knowledge of and enforces compliance with Occupational Safety & Health 
Administration regulations. 
 

- Maintains knowledge of and enforces compliance with National Fire Protection Association 
standards. 
 



- Implements department goals and objectives through a comprehensive administration program 
and coordinates department operations, inspections, maintenance and training under the 
direction of the Fire Chief.  
 

- Assume the role of incident commander and develops an incident action plan either verbally or 
in writing to mitigate emergency incidents. Directs subordinate officers and firefighters to 
appropriate assignments to ensure the incident action plan is followed in a safe and efficient 
manner.  

 
- Determine how to deploy personnel during periods requiring special fire department response 

and assigned activities. Using independent judgment, initiative and skills makes recommendation 
to the Fire Chief regarding all matters concerning fire protection, and rescue procedures. 

 
- Assists in long-range planning and implementation of departmental budgets as 

requested.  Assists the Fire Chief  in the planning process for capital projects and the drawing of 
specifications for new equipment 

 
- Assists in the development of minimum standards of training and technical competence for all 

fire department personnel; delivers training as scheduled. Responsible for specific training 
programs for new employees. Ensures the readiness of personnel and equipment under their 
supervision.  Becomes knowledgeable and ensures the utilization of the National Incident 
Management System (NIMS) and the National Response Plan (NRP). 

 
- Maintains discipline and insures that personnel follow department policies, procedures, and 

guidelines and other directives issued by the Fire Chief.  
 

- Evaluates work performance of subordinates, prepares employee evaluations as requested and 
effectively recommends and participates in hiring, suspensions and other disciplinary matters of 
subordinates. 

 
- Establishes and maintains the highest level of customer service by providing a positive working 

relationship with all stakeholders. 
 
 
Other Duties and Responsibilities include 
 

- Performs routine inspections of the fire station and drafts reports and plans for issues of 
importance to the Fire Chief. Responsible for assigned equipment maintenance and readiness. 
Develops specifications, assigns duties, and supervises work of subordinates. 
 

- Carries out duties in conformance with Federal, State, and Town laws and ordinances as directed.  
 

- Coordinates activities with other officers and exchanges information with officers in other fire 
departments. Responsible for notifying the Fire Chief when violations of local laws and 
ordinances are observed. 
 

- Attends officer meetings, fire department meetings and conferences.  
 



- Confers with Fire Chief on a regular basis, discussing work processes, incidents, problems and 
plans and receives advice, counseling and instruction. 

 
- Be thoroughly familiar with the policies, procedures, guidelines, rules, and regulations of the fire 

department. 
 
- Assist with the development and implementation of department policies, procedures, and 

operating guidelines as necessary and assigned. 
 

- Be thoroughly familiar with fire department apparatus, equipment, operations, and practices. 
 

- Be responsible for the care and maintenance of assigned apparatus, equipment, and the fire 
station. 
 

- Maintain the knowledge and skills necessary for the immediate supervision of assigned 
personnel and their compliance with department policies, procedures, guidelines, and other 
rules/regulations and special instructions from ranking officers. 
 

- Ensure safe and friendly working conditions for all personnel. 
 

- Be thoroughly familiar with response areas, pre-plan information, building occupancies, water 
supplies, special hazards, sprinkled buildings, lock box locations, and other available information. 
 

- Assist with completing public education/relation programs and presentations as assigned. 
 

- Complete and submit all required fire department reports in a timely fashion and/or as directed 
by the Fire Chief. 
 

- Participate in making recommendations to improve fire department operations through 
feedback from fire department personnel to ranking officers taking into account the goals, 
objectives and mission of the department. 
 

- Other duties assigned by the Fire Chief. 
 

 
Minimum Experience and Training Requirements 
 
A minimum of eight (8) years of previous firefighting experience, at least four (4) of which were as an 
operational and administrative command officer (deputy chief, assistant chief, captain, or lieutenant) in 
a fire/rescue department. Associate degree with two (2) years demonstrated supervisory experience, or 
higher or high school diploma (or GED equivalent) with three (3) years demonstrated supervisory 
experience equivalent to Lieutenant or higher. Additionally, the 1st Assistant Fire Chief must have the 
following qualifications: 
 

- Firefighter-II certification compliant with NFPA 1001: Standard for Professional Firefighter 
qualifications. 

 
- Hazardous Materials certification at the Operations Level compliant with NFPA 472: Standard for 

Competence of Responders to Hazardous Materials 



- Vehicle Extrication certification at the Operations Level compliant with NFPA 1670: Standard on 
Operations and Training for Technical Rescue Incidents 

 
- Fire Service Instructor certification compliant with NFPA 1041: Standard for Fire Service Instructor 

Professional Qualifications within three (3) years of appointment. 
 

- Fire Apparatus Driver/Operator qualifications compliant with NFPA 1002: Standard for Fire 
Apparatus Driver/Operator Professional Qualifications within three (3) years of appointment. 

 
- Maintain compliance with the Vermont’s Implementation Plan for the National Incident 

Management System (NIMS). ICS-300 required for the position of 1st Assistant Fire Chief. 
 
 
Knowledge, Skills and Abilities 
 

- Considerable ability to plan, organize, manage and administer activities requiring coordination 
with others. 
 

- Ability to work effectively with employees, other agencies and the public. 
 

- Ability to accept responsibility, to make decisions, to delegate responsibility and to motivate 
people towards a coordinated effort. 
 

- The ability to establish and maintain effective interpersonal relationships with employees, other 
agencies and the public.  
 

- Ability to communicate effectively, verbally and in writing. 
 

- Ability to ensure compliance with and follow standard safety practices and procedures common 
to fire safety programs. 

 
- Ability to research and obtain pertinent information through various resources including state 

statutes and administrative regulations. 
 

- Ability to read and understand codes and ordinances. Ability to work independently with only 
occasional review of work performance or records. 

 
- Ability to use personal computer equipment to access, retrieves, or input information. 

 
- Ability to operate fire suppression and other emergency equipment. 

 
- Ability to apply training to others to learn standard firefighting, hazardous materials, and fire 

prevention techniques. 
 

- Ability to perform strenuous or peak physical effort during emergency, training or station 
maintenance activities for prolonged periods of time under conditions of extreme heights, 
intense heat, cold or smoke. 

 
- Ability to act effectively in emergency and stressful situations. 



- Skilled in all types of equipment and vehicle operation. 
 

- Ability to deal with difficult working conditions and all types of weather. 
 

- Ability to work in high places and in hazardous areas. 
 

- Ability to ensure and follow standard safety practices and procedures. 
 

- Ability to understand, speak, and write the English language fluently and use proper grammar, 
punctuation and spelling. 

 
- Ability to perform required mathematical computations. 

 
- Effective communication, oral and written, with supervisors, peer and public. 

 
- Knowledge of national, state and local laws and fire/safety codes. 

 
- Organize, direct, and coordinate written and oral reports. 

 
- Knowledge of fire protection systems, water supply, building construction, direct fire and rescue 

operations, disaster control, and extinguishment of combustible and flammable materials. 
 
 
Tools and Equipment Used 
 
The ability to use the following tools and equipment is essential to perform the functions of the job: 
 

- Fire apparatus, fire pumps, hoses and other standard firefighting equipment, ladders, radio, 
pager, personal computer, phone, camera, drafting equipment, measuring devices, power tools, 
hand tools, chain saws, shovels, brooms, air tools, hydraulic tools, exhaust fans, and generators. 
 

- Must be able to operate a POV and department apparatus within scope of duties. 
 

- Must wear steel tip boots, hearing and eye protection, turnout gear, coveralls, and Self-
Contained Breathing Apparatus. 

 
 
Typical 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: 
 

- Specific vision abilities required by this job include close vision, distance vision, color vision, 
peripheral vision, depth perception and ability to focus. 
 

- Requires eye/hand coordination and manual dexterity. 
 

- Requires lifting up to 100 pounds. 
 



- Frequent bending, stooping and walking. 
 

- Ability to perform strenuous duty for prolonged periods in extreme weather and firefighting 
situations. 
 

- Physical strengths, endurance and agility to handle the extreme stresses of the position, to 
rescue persons from burning structures, to risk life in the pursuit of life saving efforts.  
 

- Must be in compliance with use of self-contained breathing apparatus. 
 

- Must possess sufficient strength and stamina to control pressurized hoses, extend ladders, 
operate hydraulic tools and perform other rescue operation in full turnout gear and with safety 
equipment. 
 

- Wear personal protective equipment weighing approximately fifty (75) pounds while performing 
the tasks described above. 
 

 
Work Environment  
 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job: 
 

- Spends extensive time outside exposed to the elements. 
 

- Tolerates extreme fluctuations in temperature while performing duties. Must perform physically 
demanding work in hot (up to 400ºF), humid (up to 100%) atmosphere while wearing equipment 
that significantly impairs body-cooling mechanisms. 

 
- Experiences frequent transition from hot to cold and from humid to dry atmospheres. 

 
- Works in wet, icy or muddy areas. 

 
- Performs a variety of tasks on slippery, hazardous surfaces, e.g. on rooftops or from ladders. 

 
- Works in areas where sustaining traumatic or thermal injuries is possible. 

 
- Faces exposure to carcinogenic dusts, such as asbestos, toxic substances, such as hydrogen 

cyanide, carbon monoxide or organic solvents, either through inhalation or skin contact. 
 

- Faces exposure to infectious agents, such as hepatitis B or HIV. 
 

- Faces possibility of being hit by falling objects, working at heights, being injured by explosives, 
risks exposure to radioactive substances, electrical shocks and infection. 
 

- Operates in environments of high noise, poor visibility, and limited mobility and in enclosed or 
confined spaces.  



2ND ASSISTANT FIRE CHIEF 
(C-3) 

 
 
STATUS:     Paid on-call / Annual Stipend 
 
REPORTS TO:     Fire Chief 
 
APPOINTMENT PROCESS: Elected annually 
 
SUPERVISES DIRECTLY:   Paid on-call Firefighters. 
 
DEFINITION:     Operational & Administrative Command Officer 
 
 
Job Description 

 

The 2nd Assistant Fire Chief is responsible for assisting with the administration and coordination of fire 
service activities under the direction of the Fire Chief in order to ensure that loss of life, property, 
environment or injury, as a result of fire, natural disaster, or motor vehicle crash, is prevented and/or 
minimized.  
 

This is a responsible supervisory position whose duties involve the direction and leadership of assigned 

personnel, equipment, activities, and programs of the fire department under the immediate supervision 

of the Fire Chief.  

 

Performance is evaluated periodically through reviews completed by the Fire Chief and/or 1st Assistant 

Fire Chief. 

 

Examples of Duties and Responsibilities 

 
- Performs duties serving as a confidential staff advisor to the Fire Chief in researching, 

recommending, crafting, implementing and enforcing policies, procedures, guidelines and other 
directives issued by the Fire Chief. 
 

- Directly supervises firefighters as part of a company. 
 

- Supervises subordinate officers in an operational capacity. 
 

- Maintains knowledge of and enforces compliance with Occupational Safety & Health 
Administration regulations. 
 

- Maintains knowledge of and enforces compliance with National Fire Protection Association 
standards. 
 



- Implements department goals and objectives through a comprehensive administration program 
and coordinates department operations, inspections, maintenance and training under the 
direction of the Fire Chief.  
 

- Assume the role of incident commander and develops an incident action plan either verbally or 
in writing to mitigate emergency incidents. Directs subordinate officers and firefighters to 
appropriate assignments to ensure the incident action plan is followed in a safe and efficient 
manner.  

 
- Determine how to deploy personnel during periods requiring special fire department response 

and assigned activities. Using independent judgment, initiative and skills makes recommendation 
to the Fire Chief regarding all matters concerning fire protection, and rescue procedures. 

 
- Assists in long-range planning and implementation of departmental budgets as 

requested.  Assists the Fire Chief  in the planning process for capital projects and the drawing of 
specifications for new equipment 

 
- Assists in the development of minimum standards of training and technical competence for all 

fire department personnel; delivers training as scheduled. Responsible for specific training 
programs for new employees. Ensures the readiness of personnel and equipment under their 
supervision.  Becomes knowledgeable and ensures the utilization of the National Incident 
Management System (NIMS) and the National Response Plan (NRP). 

 
- Maintains discipline and insures that personnel follow department policies, procedures, and 

guidelines and other directives issued by the Fire Chief.  
 

- Evaluates work performance of subordinates, prepares employee evaluations as requested and 
effectively recommends and participates in hiring, suspensions and other disciplinary matters of 
subordinates. 

 
- Establishes and maintains the highest level of customer service by providing a positive working 

relationship with all stakeholders. 
 
 
Other Duties and Responsibilities include 
 

- Performs routine inspections of the fire station and drafts reports and plans for issues of 
importance to the Fire Chief. Responsible for assigned equipment maintenance and readiness. 
Develops specifications, assigns duties, and supervises work of subordinates. 
 

- Carries out duties in conformance with Federal, State, and Town laws and ordinances as directed.  
 

- Coordinates activities with other officers and exchanges information with officers in other fire 
departments. Responsible for notifying the Fire Chief when violations of local laws and 
ordinances are observed. 
 

- Attends officer meetings, fire department meetings and conferences.  
 



- Confers with Fire Chief on a regular basis, discussing work processes, incidents, problems and 
plans and receives advice, counseling and instruction. 

 
- Be thoroughly familiar with the policies, procedures, guidelines, rules, and regulations of the fire 

department. 
 
- Assist with the development and implementation of department policies, procedures, and 

operating guidelines as necessary and assigned. 
 

- Be thoroughly familiar with fire department apparatus, equipment, operations, and practices. 
 

- Be responsible for the care and maintenance of assigned apparatus, equipment, and the fire 
station. 
 

- Maintain the knowledge and skills necessary for the immediate supervision of assigned 
personnel and their compliance with department policies, procedures, guidelines, and other 
rules/regulations and special instructions from ranking officers. 
 

- Ensure safe and friendly working conditions for all personnel. 
 

- Be thoroughly familiar with response areas, pre-plan information, building occupancies, water 
supplies, special hazards, sprinkled buildings, lock box locations, and other available information. 
 

- Assist with completing public education/relation programs and presentations as assigned. 
 

- Complete and submit all required fire department reports in a timely fashion and/or as directed 
by the Fire Chief. 
 

- Participate in making recommendations to improve fire department operations through 
feedback from fire department personnel to ranking officers taking into account the goals, 
objectives and mission of the department. 
 

- Other duties assigned by the Fire Chief. 
 

 
Minimum Experience and Training Requirements 
 
A minimum of five (5) years of previous firefighting experience and a minimum of two (2) of which were 
as an operational and administrative command officer (deputy chief, assistant chief, captain, or 
lieutenant) in a fire/rescue department. Additionally, the 2nd Assistant Fire Chief must have the following 
qualifications: 

 
- Firefighter-I certification compliant with NFPA 1001: Standard for Professional Firefighter 

qualifications. 
 

- Firefighter-II certification compliant with NFPA 1001: Standard for Professional Firefighter 
qualifications within three (3) years of appointment. 

 



- Hazardous Materials certification at the Operations Level compliant with NFPA 472: Standard for 
Competence of Responders to Hazardous Materials 

 
- Vehicle Extrication certification at the Operations Level compliant with NFPA 1670: Standard on 

Operations and Training for Technical Rescue Incidents 
 

- Fire Apparatus Driver/Operator qualifications compliant with NFPA 1002: Standard for Fire 
Apparatus Driver/Operator Professional Qualifications within three (3) years of appointment. 

 
- Maintain compliance with the Vermont’s Implementation Plan for the National Incident 

Management System (NIMS). ICS-300 required for the position of 2nd Assistant Fire Chief. 
 
  
Knowledge, Skills and Abilities 
 

- Considerable ability to plan, organize, manage and administer activities requiring coordination 
with others. 
 

- Ability to work effectively with employees, other agencies and the public. 
 

- Ability to accept responsibility, to make decisions, to delegate responsibility and to motivate 
people towards a coordinated effort. 
 

- The ability to establish and maintain effective interpersonal relationships with employees, other 
agencies and the public.  
 

- Ability to communicate effectively, verbally and in writing. 
 

- Ability to ensure compliance with and follow standard safety practices and procedures common 
to fire safety programs. 

 
- Ability to research and obtain pertinent information through various resources including state 

statutes and administrative regulations. 
 

- Ability to read and understand codes and ordinances. Ability to work independently with only 
occasional review of work performance or records. 

 
- Ability to use personal computer equipment to access, retrieves, or input information. 

 
- Ability to operate fire suppression and other emergency equipment. 

 
- Ability to apply training to others to learn standard firefighting, hazardous materials, and fire 

prevention techniques. 
 

- Ability to perform strenuous or peak physical effort during emergency, training or station 
maintenance activities for prolonged periods of time under conditions of extreme heights, 
intense heat, cold or smoke. 

 
- Ability to act effectively in emergency and stressful situations. 



- Skilled in all types of equipment and vehicle operation. 
 

- Ability to deal with difficult working conditions and all types of weather. 
 

- Ability to work in high places and in hazardous areas. 
 

- Ability to ensure and follow standard safety practices and procedures. 
 

- Ability to understand, speak, and write the English language fluently and use proper grammar, 
punctuation and spelling. 

 
- Ability to perform required mathematical computations. 
- Effective communication, oral and written, with supervisors, peer and public. 

 
- Knowledge of national, state and local laws and fire/safety codes. 

 
- Organize, direct, and coordinate written and oral reports. 

 
- Knowledge of fire protection systems, water supply, building construction, direct fire and rescue 

operations, disaster control, and extinguishment of combustible and flammable materials. 
 
 
Tools and Equipment Used 
 
The ability to use the following tools and equipment is essential to perform the functions of the job: 
 

- Fire apparatus, fire pumps, hoses and other standard firefighting equipment, ladders, radio, 
pager, personal computer, phone, camera, drafting equipment, measuring devices, power tools, 
hand tools, chain saws, shovels, brooms, air tools, hydraulic tools, exhaust fans, and generators. 
 

- Must be able to operate a POV and department apparatus within scope of duties. 
 

- Must wear steel tip boots, hearing and eye protection, turnout gear, coveralls, and Self-
Contained Breathing Apparatus. 

 
 
Typical 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: 
 

- Specific vision abilities required by this job include close vision, distance vision, color vision, 
peripheral vision, depth perception and ability to focus. 
 

- Requires eye/hand coordination and manual dexterity. 
 

- Requires lifting up to 100 pounds. 
 

- Frequent bending, stooping and walking. 



- Ability to perform strenuous duty for prolonged periods in extreme weather and firefighting 
situations. 
 

- Physical strengths, endurance and agility to handle the extreme stresses of the position, to 
rescue persons from burning structures, to risk life in the pursuit of life saving efforts.  
 

- Must be in compliance with use of self-contained breathing apparatus. 
 

- Must possess sufficient strength and stamina to control pressurized hoses, extend ladders, 
operate hydraulic tools and perform other rescue operation in full turnout gear and with safety 
equipment. 
 

- Wear personal protective equipment weighing approximately fifty (75) pounds while performing 
the tasks described above. 
 

 
Work Environment  
 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job: 
 

- Spends extensive time outside exposed to the elements. 
 

- Tolerates extreme fluctuations in temperature while performing duties. Must perform physically 
demanding work in hot (up to 400ºF), humid (up to 100%) atmosphere while wearing equipment 
that significantly impairs body-cooling mechanisms. 

 
- Experiences frequent transition from hot to cold and from humid to dry atmospheres. 

 
- Works in wet, icy or muddy areas. 

 
- Performs a variety of tasks on slippery, hazardous surfaces, e.g. on rooftops or from ladders. 

 
- Works in areas where sustaining traumatic or thermal injuries is possible. 

 
- Faces exposure to carcinogenic dusts, such as asbestos, toxic substances, such as hydrogen 

cyanide, carbon monoxide or organic solvents, either through inhalation or skin contact. 
 

- Faces exposure to infectious agents, such as hepatitis B or HIV. 
 

- Faces possibility of being hit by falling objects, working at heights, being injured by explosives, 
risks exposure to radioactive substances, electrical shocks and infection. 
 

- Operates in environments of high noise, poor visibility, and limited mobility and in enclosed or 

confined spaces.  



CAPTAIN 
(K-1) 

 
  
STATUS:     Paid on-call / Annual Stipend 
 
REPORTS TO:     Fire Chief 
 
APPOINTMENT PROCESS: Elected annually 
 
SUPERVISES DIRECTLY:   Paid on-call Firefighters. 
 
DEFINITION:     Operational & Administrative Command Officer 
 
 
Job Description 

 

The Captain is responsible for assisting with the administration and coordination of fire service activities 
under the direction of the Fire Chief in order to ensure that loss of life, property, environment or injury, 
as a result of fire, natural disaster, or motor vehicle crash, is prevented and/or minimized.  
 

This is a supervisory position whose duties involve the direction and leadership of assigned personnel, 

equipment, activities, and programs of the fire department under the immediate direction and 

supervision of the Fire Chief. 

 

Performance is evaluated periodically through reviews completed by the Fire Chief and/or 1st Assistant 

Fire Chief. 

 

Examples of Duties and Responsibilities 

 
- Performs duties serving as a confidential staff advisor to the Fire Chief in researching, 

recommending, crafting, implementing and enforcing policies, procedures, guidelines and other 
directives issued by the Fire Chief. 
 

- Directly supervises firefighters as part of a company. 
 

- Supervises subordinate officers in an operational capacity. 
 

- Maintains knowledge of and enforces compliance with Occupational Safety & Health 
Administration regulations. 
 

- Maintains knowledge of and enforces compliance with National Fire Protection Association 
standards. 
 

- Implements department goals and objectives through a comprehensive administration program 
and coordinates department operations, inspections, maintenance and training under the 
direction of the Fire Chief.  



- Assume the role of incident commander and develops an incident action plan either verbally or 
in writing to mitigate emergency incidents. Directs subordinate officers and firefighters to 
appropriate assignments to ensure the incident action plan is followed in a safe and efficient 
manner.  

 
- Determine how to deploy personnel during periods requiring special fire department response 

and assigned activities. Using independent judgment, initiative and skills makes recommendation 
to the Fire Chief regarding all matters concerning fire protection, and rescue procedures. 

 
- Assists in long-range planning and implementation of departmental budgets as 

requested.  Assists the Fire Chief  in the planning process for capital projects and the drawing of 
specifications for new equipment 

 
- Assists in the development of minimum standards of training and technical competence for all 

fire department personnel; delivers training as scheduled. Responsible for specific training 
programs for new employees. Ensures the readiness of personnel and equipment under their 
supervision.  Becomes knowledgeable and ensures the utilization of the National Incident 
Management System (NIMS) and the National Response Plan (NRP). 

 
- Maintains discipline and insures that personnel follow department policies, procedures, and 

guidelines and other directives issued by the Fire Chief.  
 

- Evaluates work performance of subordinates, prepares employee evaluations as requested and 
effectively recommends and participates in hiring, suspensions and other disciplinary matters of 
subordinates. 

 
- Establishes and maintains the highest level of customer service by providing a positive working 

relationship with all stakeholders. 
 
 
Other Duties and Responsibilities include 
 

- Performs routine inspections of the fire station and drafts reports and plans for issues of 
importance to the Fire Chief. Responsible for assigned equipment maintenance and readiness. 
Develops specifications, assigns duties, and supervises work of subordinates. 
 

- Carries out duties in conformance with Federal, State, and Town laws and ordinances as directed.  
 

- Coordinates activities with other officers and exchanges information with officers in other fire 
departments. Responsible for notifying the Fire Chief when violations of local laws and 
ordinances are observed. 
 

- Attends officer meetings, fire department meetings and conferences.  
 

- Confers with Fire Chief on a regular basis, discussing work processes, incidents, problems and 
plans and receives advice, counseling and instruction. 

 
- Be thoroughly familiar with the policies, procedures, guidelines, rules, and regulations of the fire 

department. 



- Assist with the development and implementation of department policies, procedures, and 
operating guidelines as necessary and assigned. 
 

- Be thoroughly familiar with fire department apparatus, equipment, operations, and practices. 
 

- Be responsible for the care and maintenance of assigned apparatus, equipment, and the fire 
station. 
 

- Maintain the knowledge and skills necessary for the immediate supervision of assigned 
personnel and their compliance with department policies, procedures, guidelines, and other 
rules/regulations and special instructions from ranking officers. 
 

- Ensure safe and friendly working conditions for all personnel. 
 

- Be thoroughly familiar with response areas, pre-plan information, building occupancies, water 
supplies, special hazards, sprinkled buildings, lock box locations, and other available information. 
 

- Assist with completing public education/relation programs and presentations as assigned. 
 

- Complete and submit all required fire department reports in a timely fashion and/or as directed 
by the Fire Chief. 
 

- Participate in making recommendations to improve fire department operations through 
feedback from fire department personnel to ranking officers taking into account the goals, 
objectives and mission of the department. 
 

- Other duties assigned by the Fire Chief. 
 

 
Minimum Experience and Training Requirements 
 
A minimum of four (4) years of previous firefighting experience, including supervisory experience 
equivalent to Lieutenant or higher in a fire/rescue department. Additionally, the Captain must have the 
following qualifications: 
  

- Firefighter-I certification compliant with NFPA 1001: Standard for Professional Firefighter 
qualifications. 

 
- Firefighter-II certification compliant with NFPA 1001: Standard for Professional Firefighter 

qualifications within three (3) years of appointment. 
 

- Hazardous Materials certification at the Operations Level compliant with NFPA 472: Standard for 
Competence of Responders to Hazardous Materials 

- Vehicle Extrication certification at the Operations Level compliant with NFPA 1670: Standard on 
Operations and Training for Technical Rescue Incidents 

 
- Maintain compliance with the Vermont’s Implementation Plan for the National Incident 

Management System (NIMS). ICS-200 required for the position of Captain. Successful completion 
ICS-300 must be completed within three (3) years of appointment. 



Knowledge, Skills and Abilities 
 

- Considerable ability to plan, organize, manage and administer activities requiring coordination 
with others. 
 

- Ability to work effectively with employees, other agencies and the public. 
 

- Ability to accept responsibility, to make decisions, to delegate responsibility and to motivate 
people towards a coordinated effort. 
 

- The ability to establish and maintain effective interpersonal relationships with employees, other 
agencies and the public.  
 

- Ability to communicate effectively, verbally and in writing. 
 

- Ability to ensure compliance with and follow standard safety practices and procedures common 
to fire safety programs. 

 
- Ability to research and obtain pertinent information through various resources including state 

statutes and administrative regulations. 
 

- Ability to read and understand codes and ordinances. Ability to work independently with only 
occasional review of work performance or records. 

 
- Ability to use personal computer equipment to access, retrieves, or input information. 

 
- Ability to operate fire suppression and other emergency equipment. 

 
- Ability to apply training to others to learn standard firefighting, hazardous materials, and fire 

prevention techniques. 
 

- Ability to perform strenuous or peak physical effort during emergency, training or station 
maintenance activities for prolonged periods of time under conditions of extreme heights, 
intense heat, cold or smoke. 

 
- Ability to act effectively in emergency and stressful situations. 

 
- Skilled in all types of equipment and vehicle operation. 

 
- Ability to deal with difficult working conditions and all types of weather. 

 
- Ability to work in high places and in hazardous areas. 

 
- Ability to ensure and follow standard safety practices and procedures. 

 
- Ability to understand, speak, and write the English language fluently and use proper grammar, 

punctuation and spelling. 
 

- Ability to perform required mathematical computations. 



- Effective communication, oral and written, with supervisors, peer and public. 
 

- Knowledge of national, state and local laws and fire/safety codes. 
 

- Organize, direct, and coordinate written and oral reports. 
 

- Knowledge of fire protection systems, water supply, building construction, direct fire and rescue 
operations, disaster control, and extinguishment of combustible and flammable materials. 

 
 
Tools and Equipment Used 
 
The ability to use the following tools and equipment is essential to perform the functions of the job: 
 

- Fire apparatus, fire pumps, hoses and other standard firefighting equipment, ladders, radio, 
pager, personal computer, phone, camera, drafting equipment, measuring devices, power tools, 
hand tools, chain saws, shovels, brooms, air tools, hydraulic tools, exhaust fans, and generators. 
 

- Must be able to operate a POV and department apparatus within scope of duties. 
 

- Must wear steel tip boots, hearing and eye protection, turnout gear, coveralls, and Self-
Contained Breathing Apparatus. 

 
 
Typical 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: 
 

- Specific vision abilities required by this job include close vision, distance vision, color vision, 
peripheral vision, depth perception and ability to focus. 
 

- Requires eye/hand coordination and manual dexterity. 
 

- Requires lifting up to 100 pounds. 
 

- Frequent bending, stooping and walking. 
 

- Ability to perform strenuous duty for prolonged periods in extreme weather and firefighting 
situations. 
 

- Physical strengths, endurance and agility to handle the extreme stresses of the position, to 
rescue persons from burning structures, to risk life in the pursuit of life saving efforts.  
 

- Must be in compliance with use of self-contained breathing apparatus. 
 

- Must possess sufficient strength and stamina to control pressurized hoses, extend ladders, 
operate hydraulic tools and perform other rescue operation in full turnout gear and with safety 
equipment. 



- Wear personal protective equipment weighing approximately fifty (75) pounds while performing 
the tasks described above. 
 

 
Work Environment  
 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job: 
 

- Spends extensive time outside exposed to the elements. 
 

- Tolerates extreme fluctuations in temperature while performing duties. Must perform physically 
demanding work in hot (up to 400ºF), humid (up to 100%) atmosphere while wearing equipment 
that significantly impairs body-cooling mechanisms. 

 
- Experiences frequent transition from hot to cold and from humid to dry atmospheres. 

 
- Works in wet, icy or muddy areas. 

 
- Performs a variety of tasks on slippery, hazardous surfaces, e.g. on rooftops or from ladders. 

 
- Works in areas where sustaining traumatic or thermal injuries is possible. 

 
- Faces exposure to carcinogenic dusts, such as asbestos, toxic substances, such as hydrogen 

cyanide, carbon monoxide or organic solvents, either through inhalation or skin contact. 
 

- Faces exposure to infectious agents, such as hepatitis B or HIV. 
 

- Faces possibility of being hit by falling objects, working at heights, being injured by explosives, 
risks exposure to radioactive substances, electrical shocks and infection. 
 

- Operates in environments of high noise, poor visibility, and limited mobility and in enclosed or 

confined spaces.  



LIEUTENANT 
(K-2) 

 
 
STATUS:     Paid on-call / Annual Stipend 
 
REPORTS TO:     Fire Chief 
 
APPOINTMENT PROCESS: Elected annually 
 
SUPERVISES DIRECTLY:   Paid on-call Firefighters. 
 
DEFINITION:     Operational & Administrative Command Officer 
 
 

Job Description 

 

The Lieutenant is responsible for assisting with the administration and coordination of fire service 
activities under the direction of the Fire Chief in order to ensure that loss of life, property, environment 
or injury, as a result of fire, natural disaster, or motor vehicle crash, is prevented and/or minimized.  
 

This is a supervisory position whose duties involve the direction and leadership of assigned personnel, 

equipment, activities, and programs of the fire department under the immediate direction and 

supervision of the Fire Chief. 

 

Performance is evaluated periodically through reviews completed by the Fire Chief and/or 1st Assistant 

Fire Chief. 

 

Examples of Duties and Responsibilities 

 
- Performs duties serving as a confidential staff advisor to the Fire Chief in researching, 

recommending, crafting, implementing and enforcing policies, procedures, guidelines and other 
directives issued by the Fire Chief. 
 

- Directly supervises firefighters as part of a company. 
 

- Supervises subordinate officers in an operational capacity. 
 

- Maintains knowledge of and enforces compliance with Occupational Safety & Health 
Administration regulations. 
 

- Maintains knowledge of and enforces compliance with National Fire Protection Association 
standards. 
 

- Implements department goals and objectives through a comprehensive administration program 
and coordinates department operations, inspections, maintenance and training under the 
direction of the Fire Chief.  



- Assume the role of incident commander and develops an incident action plan either verbally or 
in writing to mitigate emergency incidents. Directs subordinate officers and firefighters to 
appropriate assignments to ensure the incident action plan is followed in a safe and efficient 
manner.  

 
- Determine how to deploy personnel during periods requiring special fire department response 

and assigned activities. Using independent judgment, initiative and skills makes recommendation 
to the Fire Chief regarding all matters concerning fire protection, and rescue procedures. 

 
- Assists in long-range planning and implementation of departmental budgets as 

requested.  Assists the Fire Chief  in the planning process for capital projects and the drawing of 
specifications for new equipment 

 
- Assists in the development of minimum standards of training and technical competence for all 

fire department personnel; delivers training as scheduled. Responsible for specific training 
programs for new employees. Ensures the readiness of personnel and equipment under their 
supervision.  Becomes knowledgeable and ensures the utilization of the National Incident 
Management System (NIMS) and the National Response Plan (NRP). 

 
- Maintains discipline and insures that personnel follow department policies, procedures, and 

guidelines and other directives issued by the Fire Chief.  
 

- Evaluates work performance of subordinates, prepares employee evaluations as requested and 
effectively recommends and participates in hiring, suspensions and other disciplinary matters of 
subordinates. 

 
- Establishes and maintains the highest level of customer service by providing a positive working 

relationship with all stakeholders. 
 
 
Other Duties and Responsibilities include 
 

- Performs routine inspections of the fire station and drafts reports and plans for issues of 
importance to the Fire Chief. Responsible for assigned equipment maintenance and readiness. 
Develops specifications, assigns duties, and supervises work of subordinates. 
 

- Carries out duties in conformance with Federal, State, and Town laws and ordinances as directed.  
 

- Coordinates activities with other officers and exchanges information with officers in other fire 
departments. Responsible for notifying the Fire Chief when violations of local laws and 
ordinances are observed. 
 

- Attends officer meetings, fire department meetings and conferences.  
 

- Confers with Fire Chief on a regular basis, discussing work processes, incidents, problems and 
plans and receives advice, counseling and instruction. 

 
- Be thoroughly familiar with the policies, procedures, guidelines, rules, and regulations of the fire 

department. 



 
- Assist with the development and implementation of department policies, procedures, and 

operating guidelines as necessary and assigned. 
 

- Be thoroughly familiar with fire department apparatus, equipment, operations, and practices. 
 

- Be responsible for the care and maintenance of assigned apparatus, equipment, and the fire 
station. 
 

- Maintain the knowledge and skills necessary for the immediate supervision of assigned 
personnel and their compliance with department policies, procedures, guidelines, and other 
rules/regulations and special instructions from ranking officers. 
 

- Ensure safe and friendly working conditions for all personnel. 
 

- Be thoroughly familiar with response areas, pre-plan information, building occupancies, water 
supplies, special hazards, sprinkled buildings, lock box locations, and other available information. 
 

- Assist with completing public education/relation programs and presentations as assigned. 
 

- Complete and submit all required fire department reports in a timely fashion and/or as directed 
by the Fire Chief. 
 

- Participate in making recommendations to improve fire department operations through 
feedback from fire department personnel to ranking officers taking into account the goals, 
objectives and mission of the department. 
 

- Other duties assigned by the Fire Chief. 
 

 
Minimum Experience and Training Requirements 
 
A minimum of four (4) years of previous firefighting experience, including supervisory experience 
equivalent to Lieutenant or higher in a fire/rescue department. Additionally, the Captain must have the 
following qualifications: 
  

- Firefighter-I certification compliant with NFPA 1001: Standard for Professional Firefighter 
qualifications. 

 
- Firefighter-II certification compliant with NFPA 1001: Standard for Professional Firefighter 

qualifications within three (3) years of appointment. 
 

- Hazardous Materials certification at the Operations Level compliant with NFPA 472: Standard for 
Competence of Responders to Hazardous Materials 

 
- Vehicle Extrication certification at the Operations Level compliant with NFPA 1670: Standard on 

Operations and Training for Technical Rescue Incidents 
 



- Maintain compliance with the Vermont’s Implementation Plan for the National Incident 
Management System (NIMS). ICS-200 required for the position of Captain. Successful completion 
ICS-300 must be completed within three (3) years of appointment. 

 
 
Knowledge, Skills and Abilities 
 

- Considerable ability to plan, organize, manage and administer activities requiring coordination 
with others. 
 

- Ability to work effectively with employees, other agencies and the public. 
 

- Ability to accept responsibility, to make decisions, to delegate responsibility and to motivate 
people towards a coordinated effort. 
 

- The ability to establish and maintain effective interpersonal relationships with employees, other 
agencies and the public.  
 

- Ability to communicate effectively, verbally and in writing. 
 

- Ability to ensure compliance with and follow standard safety practices and procedures common 
to fire safety programs. 

 
- Ability to research and obtain pertinent information through various resources including state 

statutes and administrative regulations. 
 

- Ability to read and understand codes and ordinances. Ability to work independently with only 
occasional review of work performance or records. 

 
- Ability to use personal computer equipment to access, retrieves, or input information. 

 
- Ability to operate fire suppression and other emergency equipment. 

 
- Ability to apply training to others to learn standard firefighting, hazardous materials, and fire 

prevention techniques. 
 

- Ability to perform strenuous or peak physical effort during emergency, training or station 
maintenance activities for prolonged periods of time under conditions of extreme heights, 
intense heat, cold or smoke. 

 
- Ability to act effectively in emergency and stressful situations. 

 
- Skilled in all types of equipment and vehicle operation. 

 
- Ability to deal with difficult working conditions and all types of weather. 

 
- Ability to work in high places and in hazardous areas. 

 
- Ability to ensure and follow standard safety practices and procedures. 



- Ability to understand, speak, and write the English language fluently and use proper grammar, 
punctuation and spelling. 

 
- Ability to perform required mathematical computations. 

 
- Effective communication, oral and written, with supervisors, peer and public. 

 
- Knowledge of national, state and local laws and fire/safety codes. 

 
- Organize, direct, and coordinate written and oral reports. 

 
- Knowledge of fire protection systems, water supply, building construction, direct fire and rescue 

operations, disaster control, and extinguishment of combustible and flammable materials. 
 
 
Tools and Equipment Used 
 
The ability to use the following tools and equipment is essential to perform the functions of the job: 
 

- Fire apparatus, fire pumps, hoses and other standard firefighting equipment, ladders, radio, 
pager, personal computer, phone, camera, drafting equipment, measuring devices, power tools, 
hand tools, chain saws, shovels, brooms, air tools, hydraulic tools, exhaust fans, and generators. 
 

- Must be able to operate a POV and department apparatus within scope of duties. 
 

- Must wear steel tip boots, hearing and eye protection, turnout gear, coveralls, and Self-
Contained Breathing Apparatus. 

 
 
Typical 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: 
 

- Specific vision abilities required by this job include close vision, distance vision, color vision, 
peripheral vision, depth perception and ability to focus. 
 

- Requires eye/hand coordination and manual dexterity. 
 

- Requires lifting up to 100 pounds. 
 

- Frequent bending, stooping and walking. 
 

- Ability to perform strenuous duty for prolonged periods in extreme weather and firefighting 
situations. 
 

- Physical strengths, endurance and agility to handle the extreme stresses of the position, to 
rescue persons from burning structures, to risk life in the pursuit of life saving efforts.  
 



- Must be in compliance with use of self-contained breathing apparatus. 
 

- Must possess sufficient strength and stamina to control pressurized hoses, extend ladders, 
operate hydraulic tools and perform other rescue operation in full turnout gear and with safety 
equipment. 
 

- Wear personal protective equipment weighing approximately fifty (75) pounds while performing 
the tasks described above. 
 

 
Work Environment  
 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job: 
 

- Spends extensive time outside exposed to the elements. 
 

- Tolerates extreme fluctuations in temperature while performing duties. Must perform physically 
demanding work in hot (up to 400ºF), humid (up to 100%) atmosphere while wearing equipment 
that significantly impairs body-cooling mechanisms. 

 
- Experiences frequent transition from hot to cold and from humid to dry atmospheres. 

 
- Works in wet, icy or muddy areas. 

 
- Performs a variety of tasks on slippery, hazardous surfaces, e.g. on rooftops or from ladders. 

 
- Works in areas where sustaining traumatic or thermal injuries is possible. 

 
- Faces exposure to carcinogenic dusts, such as asbestos, toxic substances, such as hydrogen 

cyanide, carbon monoxide or organic solvents, either through inhalation or skin contact. 
 

- Faces exposure to infectious agents, such as hepatitis B or HIV. 
 

- Faces possibility of being hit by falling objects, working at heights, being injured by explosives, 
risks exposure to radioactive substances, electrical shocks and infection. 
 

- Operates in environments of high noise, poor visibility, and limited mobility and in enclosed or 

confined spaces. 

 
  



FIREFIGHTER 
 

 
STATUS:     Paid on-call 
 
REPORTS TO:     Company Officer 
 
APPOINTMENT PROCESS: Selectboard 
 
 

Job Description 

 

The Firefighter is responsible for fire suppression, vehicle and fire station maintenance, hazardous 

material response, special rescue operations and emergency medical assistance.   

 

Applicant will be required to submit to a medical examination consistent with the requirements of the 

position, after an offer of employment and prior to appointment. This medical exam is designed to 

reveal any medical condition that might put the firefighter at increased risk to self or others as a result 

of certain exposures or activities and to exhibit freedom from any physical, emotional or mental 

condition which adversely affects the performance of duties as a firefighter in the essential functions of 

employment, with reasonable accommodation. 

 

Examples of Duties and Responsibilities 

 
- Responds to alarms as a member of a firefighting group and performs a variety of firefighting 

functions, as the situation demands. 
 

- Operates and performs maintenance checks on all Fire Department vehicles and equipment as 
directed. 

 
- Participates in monthly training exercises and classroom lectures. 

 
- Perform duties as a Fire Apparatus Driver and Pump Operator, when assigned. 

 
- Responsible for cleanliness of station and maintenance of apparatus, tools, equipment and all 

other fire department property. 
 

- Conducts demonstrations, tours and public speeches on fire safety, fire prevention, fire 
extinguishers, and other subjects to the public. 

 
- Accomplish such other duties as may be assigned from time to time. 

 
 
  



Other Duties and Responsibilities include 
 

- Carries out duties in conformance with Federal, State, and Town laws and ordinances as directed.  
 

- Confers with Company Officer on a regular basis, discussing work processes, incidents, problems 
and plans and receives advice, counseling and instruction. 

 
- Be familiar with the policies, procedures, guidelines, rules, and regulations of the fire 

department. 
 
- Be thoroughly familiar with fire department apparatus, equipment, operations, and practices. 

 
- Be responsible for the care and maintenance of assigned apparatus, equipment, and the fire 

station. 
 

- Be an active participant in safe and friendly working conditions for all personnel. 
 

- Be thoroughly familiar with response areas, pre-plan information, building occupancies, water 
supplies, special hazards, sprinkled buildings, lock box locations, and other available information. 
 

- Assist with completing public education/relation programs and presentations as assigned. 
 

- Other duties assigned by the Company Officer and Fire Chief. 
 

 
Minimum Experience and Training Requirements 
 
Newly appointed employees of the fire department serve a one (1) year probationary period upon 
appointment. All new employees are required to complete the Firefighter-I certification program, 
meeting NFPA 1001: Standard for Firefighter Professional Qualifications, within two (2) years of 
appointment; active employment will not be assigned until Firefighter-I certification has been obtained. 
 

- Town of Bristol Resident 
 

- A minimum of eighteen (18) years of age 
 

- High School Diploma (or GED equivalent) 
 

- Valid Vermont Driver’s License 
 

- Able to meet the medical requirements of NFPA 1582: Standard on Comprehensive Occupational 
Medical Program for Fire Departments 

 
- Able to meet OSHA Standard 1910.134 Respiratory Protection requirements. 

 
- Successful completion of the fire department’s Physical Abilities Course. 

 
 
  



Knowledge, Skills and Abilities 
 

- Understanding of department policies, procedures, guidelines, rules, and regulations. 
 

- Read, write, add and subtract. 
 

- Ability to work effectively with other employees, other agencies and the public. 
 

- Ability to accept responsibility, to make decisions, and assist in the motivation of people towards 
a coordinated effort. 
 

- Ability to communicate effectively, verbally and in writing. 
 

- Ability to ensure compliance with and follow standard safety practices and procedures common 
to fire safety programs. 

 
- Ability to operate fire suppression and other emergency equipment. 

 
- Ability to perform strenuous or peak physical effort during emergency, training or station 

maintenance activities for prolonged periods of time under conditions of extreme heights, 
intense heat, cold or smoke. 

 
- Ability to act effectively in emergency and stressful situations. 

 
- Ability to deal with difficult working conditions and all types of weather. 

 
- Ability to work in high places and in hazardous areas. 

 
- Ability to ensure and follow standard safety practices and procedures. 

 
 
Tools and Equipment Used 
 
The ability to use the following tools and equipment is essential to perform the functions of the job: 
 

- Fire apparatus, fire pumps, hoses and other standard firefighting equipment, ladders, radio, 
pager, personal computer, phone, drafting equipment, measuring devices, power tools, hand 
tools, chain saws, shovels, brooms, air tools, hydraulic tools, exhaust fans, and generators. 
 

- Must be able to operate a Privately Owned Vehicle (POV) and department apparatus within 
scope of duties. 

 
- Must wear steel tip boots, hearing and eye protection, turnout gear, coveralls, and Self-

Contained Breathing Apparatus. 
 
 
  



Typical 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: 
 

- Standing, walking and sitting. 
 

- Stooping, kneeling, crouching and crawling. 
 

- Running, grappling, climbing, balancing and bending/twisting. 
 

- Reaching, feeling, talking and hearing. 
 

- Meet the medical standards established by NFPA 1582: Standard on Comprehensive 
Occupational Medical Program for Fire Departments 
 

- Lifting, carrying, pushing/pulling: 100 pounds or more. 
 

- Wearing of self-contained breathing apparatus while performing firefighting duties. 
 

- Specific vision abilities required by this job include close vision, distance vision, color vision, 
peripheral vision, depth perception and ability to focus. 
 

- Requires eye/hand coordination and manual dexterity. 
 

- Ability to perform strenuous duty for prolonged periods in extreme weather and firefighting 
situations. 
 

- Physical strengths, endurance and agility to handle the extreme stresses of the position, to 
rescue persons from burning structures, to risk life in the pursuit of life saving efforts.  
 

- Must possess sufficient strength and stamina to control pressurized hoses, extend ladders, 
operate hydraulic tools and perform other rescue operation in full turnout gear and with safety 
equipment. 
 

- Wear personal protective equipment weighing approximately fifty (75) pounds while performing 
the tasks described above. 
 

 
Work Environment  
 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job: 
 

- Workplace environment that may be confined. 
 

- Exposure to extreme cold and normal, or hot and normal temperature changes. 
 

- Contact with water or liquids. 



- Exposure to loud noise with a minimum of 90 decibels and vibrations from tools, equipment, 
machinery, etc. 
 

- Exposure to hazardous conditions such as mechanical, electrical, chemical, burns, explosives, 
heights, physical injury and fast moving vehicles. 
 

- Exposure to atmospheric conditions such as fumes, gases, noxious odors, dust and poor 
ventilation. 
 

- Spends extensive time outside exposed to the elements. 
 

- Tolerates extreme fluctuations in temperature while performing duties. Must perform physically 
demanding work in hot (up to 400ºF), humid (up to 100%) atmosphere while wearing equipment 
that significantly impairs body-cooling mechanisms. 

 
- Experiences frequent transition from hot to cold and from humid to dry atmospheres. 

 
- Works in wet, icy or muddy areas. 

 
- Performs a variety of tasks on slippery, hazardous surfaces, e.g. on rooftops or from ladders. 

 
- Works in areas where sustaining traumatic or thermal injuries is possible. 

 
- Faces exposure to carcinogenic dusts, such as asbestos, toxic substances, such as hydrogen 

cyanide, carbon monoxide or organic solvents, either through inhalation or skin contact. 
 

- Faces exposure to infectious agents, such as hepatitis B or HIV. 
 

- Faces possibility of being hit by falling objects, working at heights, being injured by explosives, 
risks exposure to radioactive substances, electrical shocks and infection. 
 

- Operates in environments of high noise, poor visibility, and limited mobility and in enclosed or 

confined spaces.  



TRUCK CAPTAIN 
(Apparatus Fleet Mechanic) 

(K-3) 
 
 

STATUS:    Paid on-call / Annual Stipend 
 
REPORTS TO:     Fire Chief  
  
APPOINTMENT PROCESS: Elected annually 
 
DEFINITION:    Support Officer 
 
SUPERVISES DIRECTLY:   Truck Lieutenant 
 
 
Job Description 
 
Under the direction of the Fire Chief, the Truck Captain is responsible for the care and maintenance of 
department apparatus. This position performs basic to moderately difficult mechanical work in the 
maintenance and repair of the Department’s fleet such a trucks, fire equipment, and fire apparatus. This 
position is responsible for scheduling annual apparatus chassis maintenance, Pump maintenance, and 
Pump testing. 
 
 
Examples of Duties and Responsibilities 
 
Depending upon assignment duties may include, but are not limited to, the following: 
 

- Perform a variety of basic servicing, maintenance, and repair work on the Department’s vehicles 
including fire apparatus, involving all mechanical, electrical, and hydraulic components, parts, 
and accessories. 
 

- Perform limited service and maintenance of Department vehicles and fire apparatus and 
equipment, which may involve the repair of components such as drive train, chassis, 
computerized control systems, hydraulic and air brake systems, electrical systems, HVAC 
systems, and restraint systems. 
 

- May assist in the installation of specialized equipment as directed by the Fire Chief. 
 

- Use a variety of diagnostic equipment to determine problem source(s) and to ensure proper 
adjustment and operation of all systems; ascertain needed repairs; estimate time, materials and 
equipment required, and provide required documentation. 
 

- May perform road tests to check vehicles for proper operation of suspension, drive train, 
electrical systems, and air, hydraulic, and brake systems. 
 

- Perform emergency road service calls. 



- Respond to emergency incidents as directed; operate fire apparatus, may be required to perform 
a variety of support functions, e.g., emergency scene diagnostics and repairs, refueling and other 
functions, as needed. 
 

- May assist in periodic inspections of equipment and apparatus at fire stations. 
 

- Maintain repair records and prepare reports (in hard copy and electronic formats). 
 

- Maintain and be accountable for maintenance tools. 
 

- May provide limited work direction to other Department personnel as pertains to the apparatus 
maintenance. 
 

- Perform other duties as assigned. 
 

 
Minimum Experience and Training Requirements 
 
A minimum of three (3) years of previous firefighting experience in a fire/rescue department. 
Additionally, the Truck Captain must have the following qualifications. 
 
Highly Desirable: Experience in the maintenance of diesel engines, heavy trucks, and fire apparatus. 
 

- Firefighter-I certification compliant with NFPA 1001: Standard for Professional Firefighter 
qualifications or equivalent. 

 
- Hazardous Materials certification at the Operations Level compliant with NFPA 472: Standard for 

Competence of Responders to Hazardous Materials 
 

- Fire Apparatus Driver/Operator-Pumping and Mobile Water Supply Apparatus qualified. Fire 
Apparatus Driver/Operator qualifications compliant with NFPA 1002: Standard for Fire Apparatus 
Driver/Operator Professional Qualifications preferred. 

 
- Maintain compliance with the Vermont’s Implementation Plan for the National Incident 

Management System (NIMS). ICS-200 required for the position of Truck Captain. 
 

- Successfully complete the Emergency Vehicle Driver Training Competency Course annually. 
 

 
Knowledge, Skills and Abilities 
 

- Current principles, methods, tools and equipment used in the maintenance of automobiles and 
light and heavy trucks. 
 

- Principles of diesel and gasoline engines, diagnostic equipment and hydraulics. 
 

- Basic computer programs (such as Microsoft Word and Excel), email, and Internet use. 
 

- Fundamentals of technological equipment necessary in the performance of duties. 



- Safety practices and procedures in service environment.  
 

- Diagnose and repair malfunctions in a variety of mechanical components. 
 

- Use repair manuals in hard copy and electronic formats. 
 

- Work independently and understand and carryout verbal and written instructions. 
 

- Perform moderate to heavy physical labor for extended periods. 
 

- Respond promptly to call-backs. 
 

- Establish and maintain effective working relationships with those contacted in the course of 
work. 
 

 
Working Conditions/Physical Demands 
 
Work is performed indoors and outdoors, with exposures to inclement weather, dust, grease and noise; 
incumbent will have regular contact with staff and the public. The position may require prolonged 
sitting, standing, walking, reaching, twisting, turning, kneeling, bending, squatting, stooping, climbing, 
grasping, and repetitive hand movement and fine coordination. The incumbent should have normal 
manual dexterity and eye-hand coordination; and corrected hearing and vision to normal range, and 
must be able to lift, push, and pull objects weighing up to 50 pounds without assistance and 70 pounds 
with assistance. The incumbent will be driving Department apparatus.  
 
Required License: Must possess a valid, appropriate state of Vermont driver’s license at the time of 
appointment and, as a condition of employment, must acquire a Commercial Driver’s License within 
twelve (12) months of appointment, and must maintain a safe driving record. 
 
  



TRUCK LIEUTENANT 
(Apparatus Fleet Assistant Mechanic) 

(K-4) 
 

STATUS:    Paid on-call / Annual Stipend 
 
REPORTS TO:     Truck Captain and Fire Chief 
  
APPOINTMENT PROCESS: Elected annually 
 
DEFINITION:    Support Officer 
 
SUPERVISES DIRECTLY:   N/A 
 
 
Job Description 
 
Under the direction of the Truck Captain and Fire Chief, the Truck Lieutenant is responsible for the care 
and maintenance of department apparatus. This position performs basic to moderately difficult 
mechanical work in the maintenance and repair of the Department’s fleet such a trucks, fire equipment, 
and fire apparatus. In the absence of the Truck Captain and with direction from the Fire Chief, this 
position is responsible for scheduling annual apparatus chassis maintenance, Pump maintenance, and 
Pump testing. 
 
 
Examples of Duties and Responsibilities 
 
Depending upon assignment duties may include, but are not limited to, the following: 
 

- Perform a variety of basic servicing, maintenance, and repair work on the Department’s vehicles 
including fire apparatus, involving all mechanical, electrical, and hydraulic components, parts, 
and accessories. 
 

- Perform limited service and maintenance of Department vehicles and fire apparatus and 
equipment, which may involve the repair of components such as drive train, chassis, 
computerized control systems, hydraulic and air brake systems, electrical systems, HVAC 
systems, and restraint systems. 
 

- May assist in the installation of specialized equipment as directed by the Fire Chief. 
 

- Use a variety of diagnostic equipment to determine problem source(s) and to ensure proper 
adjustment and operation of all systems; ascertain needed repairs; estimate time, materials and 
equipment required, and provide required documentation. 
 

- May perform road tests to check vehicles for proper operation of suspension, drive train, 
electrical systems, and air, hydraulic, and brake systems. 
 

- Perform emergency road service calls. 



- Respond to emergency incidents as directed; operate fire apparatus, may be required to perform 
a variety of support functions, e.g., emergency scene diagnostics and repairs, refueling and other 
functions, as needed. 
 

- May assist in periodic inspections of equipment and apparatus at fire stations. 
 

- Maintain repair records and prepare reports (in hard copy and electronic formats). 
 

- Maintain and be accountable for maintenance tools. 
 

- May provide limited work direction to other Department personnel as pertains to the apparatus 
maintenance. 
 

- Perform other duties as assigned. 
 
 
Minimum Experience and Training Requirements 
 
A minimum of three (3) years of previous firefighting experience in a fire/rescue department. 
Additionally, the Truck Lieutenant must have the following qualifications: 

 
- Firefighter-I certification compliant with NFPA 1001: Standard for Professional Firefighter 

qualifications or equivalent. 
 

- Hazardous Materials certification at the Operations Level compliant with NFPA 472: Standard for 
Competence of Responders to Hazardous Materials 

 
- Fire Apparatus Driver/Operator-Pumping and Mobile Water Supply Apparatus qualified. Fire 

Apparatus Driver/Operator qualifications compliant with NFPA 1002: Standard for Fire Apparatus 
Driver/Operator Professional Qualifications preferred. 

 
- Maintain compliance with the Vermont’s Implementation Plan for the National Incident 

Management System (NIMS). ICS-200 required for the position of Truck Lieutenant. 
 

- Successfully complete the Emergency Vehicle Driver Training Competency Course annually. 
 

 
Knowledge, Skills and Abilities 
 

- Current principles, methods, tools and equipment used in the maintenance of automobiles and 
light and heavy trucks. 
 

- Principles of diesel and gasoline engines, diagnostic equipment and hydraulics. 
 

- Basic computer programs (such as Microsoft Word and Excel), email, and Internet use. 
 

- Fundamentals of technological equipment necessary in the performance of duties. 
 

- Safety practices and procedures in service environment.  



- Diagnose and repair malfunctions in a variety of mechanical components. 
 

- Use repair manuals in hard copy and electronic formats. 
 

- Work independently and understand and carryout verbal and written instructions. 
 

- Perform moderate to heavy physical labor for extended periods. 
 

- Respond promptly to call-backs. 
 

- Establish and maintain effective working relationships with those contacted in the course of 
work. 
 

 
Working Conditions/Physical Demands 
 
Work is performed indoors and outdoors, with exposures to inclement weather, dust, grease and noise; 
incumbent will have regular contact with staff and the public. The position may require prolonged 
sitting, standing, walking, reaching, twisting, turning, kneeling, bending, squatting, stooping, climbing, 
grasping, and repetitive hand movement and fine coordination. The incumbent should have normal 
manual dexterity and eye-hand coordination; and corrected hearing and vision to normal range, and 
must be able to lift, push, and pull objects weighing up to 50 pounds without assistance and 70 pounds 
with assistance. The incumbent will be driving Department apparatus.  
 
Required License: Must possess a valid, appropriate state of Vermont driver’s license at the time of 
appointment and, as a condition of employment, must acquire a Commercial Driver’s License within 
twelve (12) months of appointment, and must maintain a safe driving record. 
 
  



CLERK 
(Administrative Assistant) 

 

 
STATUS:    Paid on-call / Annual Stipend 
 
REPORTS TO:     Fire Chief  
 
APPOINTMENT PROCESS:  Elected annually 
 
DEFINITION:    Support Officer 
  
SUPERVISES DIRECTLY:   N/A 
 
 
Job Description 
 
The Clerk is responsible for recording an accurate record of fire department meetings minutes and 
meeting attendance under the direction of the Fire Chief. 
 
Performance is evaluated periodically through reviews completed by the Fire Chief and/or 1st Assistant 

Fire Chief. 

 
 
Examples of Duties and Responsibilities 
 
Depending upon assignment, duties may include, but are not limited to the following: 
 

- Keep record of fire department meeting minutes.  
 
- Record and track meeting attendance. 

 
- Respond to fire department correspondence as directed. 

 
- Perform other duties as assigned. 

 
 
Minimum Experience and Training Requirements: 
 
A minimum of two (2) years of previous experience in a fire/rescue department. Additionally, the Clerk 
must have the following qualifications: 

 
- Basic computer skills. 

 
- Maintain compliance with the Vermont’s Implementation Plan for the National Incident 

Management System (NIMS). ICS-200 required for the position of Clerk. 
 
 


