Carroll County Volunteer Emergency Services Association

 




    ORGANIZED 2004

50 Kate Wagner Road - Westminster, MD 21157
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MEMBER COMPANIES

#1 – Mt. Airy ● #2 – Hampstead ● #3 – Westminster ● #4 – Manchester ● #5 – Taneytown ● #6 – Pleasant Valley ● #7 – Lineboro

#8 - Union Bridge ● #9 – Reese ● #10 – New Windsor ● #11 – Harney ●  #12 – Sykesville ● #13 – Gamber ● #14 – Winfield
Position Title: Training Center Manager 
Department: Carroll County Volunteer Emergency Services Association 

Reports to: Training Facility Management Committee (TFMC) 

                    Carroll County Volunteer Emergency Services Association (CCVESA)
Overall Responsibility: Position serves as manager to oversee and directs the daily operation of the training center
 Responsibilities and essential job functions:
· Manage and schedule all training, meetings and education activities at the Training Center
· Orders, stores and distributes supplies at the training center
· Assists in the preparation of an annual operating and/or capital budget 
· Maintain and update inventory schedule of Training Center equipment
· Contact for classes needed for Carroll County Fire Departments 
· Maintain records, reports and data base related to training activities   
· Provides a monthly report of facility usage, course offerings, and attendees to CCVESA

· Oversees facility usage by all other agencies 
· Other duties as directed by the TFMC
· Represents CCVESA at County and State meetings as required by CCVESA 
Consults or Interacts with: 
· Training Facility Committee
· Training Center Staff
· Carroll County Volunteer Emergency Services Association
· Maryland Fire Rescue Institute
· Carroll County Emergency Management Team
· Carroll County Government
· Carroll County Board of Education 
· Private sector agencies (utilizing the facility)
· Out of County Fire and Rescue Agencies

Term of employment: 
· Full time 40 hour workweek which may include evenings and weekends
· Must possess a valid driver’s license
· Some travel will be required
· Ability to pass a background check 
· Ability to pass a County physical 
Knowledge and Skills: 
· Knowledge of Carroll County Fire Depts. (preferred)
· Proficient with Microsoft Word and Excel
· Ability to work in a team environment 
· Administrative management principles and practices as applied to the organization and implementation of a public safety training center

· Effective time management and supervision of assigned projects

Required Education or Experience: 
· Bachelor’s Degree in a field related to Emergency Services or Fire Protection with five years experience in those areas, or any equivalent combination of acceptable education and experience.
· Level 2 MRFI instructor certified by Maryland Instructor Certification Review Board
· 3 years Supervisory experience in Emergency Services field
Competitive wages and benefits offered
