
 
                                                                        
JOB TITLE:  Assistant Deputy Chief Operations Officer 
 
 JOB IDENTIFICATION 
 
 Department:  Administration 
 Reports to:  Chief Executive Officer, Chief Operations Officer, and Deputy Chief  
    Operations Officer  
 
POSTING DATE:  September 18, 2019 
 
POSTING EXPIRY DATE:  September 30, 2019 at 1600 hours. 
 
JOB PURPOSE AND SUMMARY 
 
Assist administration in designing and implementing business operations.  Assist in establishing policies 
that promote company culture and vision. Assist in overseeing day-to-day operations for all personnel 
and directly supervising Paramedic and EMT personnel.  
 
DUTIES AND RESPONSIBLITIES 
    

1. Participate in developing, implementing, and maintaining; policies, procedures, standards, 
protocols, and clinical guidelines. 

2. Assign or delegate responsibility for assignment of work. 
3. Evaluate performance of employees and assure necessary training and professional 

development. 
4. Take disciplinary action according to established procedures and protocols, when warranted. 
5. Participate in the hiring process for EMS field personnel. 
6. Participate in monitoring, identification, and reporting of safety related issues. 
7. Practice effective problem-solving identification and resolution skills and a sound method of 

clinical and moral decision-making. 
8. Conduct all activities in accordance with applicable laws and regulations and promote the highest 

standards of business ethics and integrity. 
9. Provide direction in analyzing and maintaining compliance with regulations and legislation. 
10. Assist in developing and implementing performance improvement activities for departments 

(Education, Quality Assurance and Safety) of responsibility. 
11. Assist in preparing, managing and evaluating capital and operational budgets. 



12. Respond to patient/family/physician/administrative concerns regarding patient care and/or 
employee conduct. 

13. Assist in overseeing scheduling of all field personnel to ensure proper coverage for the area of 
responsibility. 

14. Respond to emergency and non-emergency calls for service. 
15. Provide education and training in HIPAA and HIPAA compliance to new and existing employees. 

 
What you need to succeed: 

 Maintain knowledge of new trends and developments in emergency response, pre-hospital care, 
EMS Education and related fields. 

 Leadership abilities and effective conflict resolution skills. 
 Knowledge of appropriate pharmaceuticals, expected beneficial effects, potential side effects 

and skill in safe administration practices. 
 Knowledge of emergency responder and pre-hospital care principles, procedures, and practices. 
 Assess, interpret, and appropriately react to key data about a patient’s status. 
 Maintain effective, professional interpersonal working relationships. 
 Communicate clearly in English, both verbally and in writing. 

  
QUALIFICATIONS 
 

1. Must be a WV certified Paramedic. 
2. Three years EMS related experience as an EMT or Paramedic with management experience 

preferred. 
3. Bachelor’s degree preferred. 
4. WV MCI, NIMS, ACLS, PALS or PEPP, PHTLS or ITLS. 
5. EMS Leadership. 
6. Ops. Level 

a. Haz-Mat 
b. Extrication 

7. Strong personal leadership and communications abilities. 
8. Willingness to work rotating shifts with primary shifts on Thursday, Friday, Saturday and Sunday 

and on-call (evening and nights) Friday, Saturday and Sunday. 
9. Must be willing to accept full time employment.  
10. Must have completed or willing to complete an EMS management course or equivalent within 1 

year of employment.   
 
APPLICATION PROCEDURE 
 
Submit a typed resume’ for consideration directly to Administration. 
 
 

  
  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


