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REGIONAL DISTRICT OF EAST KOOTENAY 
JOB DESCRIPTION 

 
JOB TITLE Emergency Program Coordinator  
 
JOB FUNCTION   
Under the supervision of the Protective Services Manager, the Emergency Program 
Coordinator is instrumental to the Emergency Management Program through coordination 
of emergency planning programs, training programs and initiatives and ensuring 
operational readiness of the Emergency Operations Centre and site support functions. 
 
KEY DUTIES  
Administers the Emergency Management Program by coordinating strategic planning 
for the emergency management program; developing emergency planning policies; 
preparing grant applications; administering planning contracts; monitoring and reporting 
on grants received; preparing reports; chairing emergency management committees; 
maintaining relevant bylaws and agreements and; conducting awareness and information 
campaigns for the public; developing emergency response and recovery policies; 
managing the Emergency Support Services contract; assisting with annual budget 
preparation.                                                                                                    35% 
 
Participates in the operational aspects of the Emergency Management Plan by being 
available for the emergency on call program; performs a variety of roles in the EOC; 
coordinates activation, operation and deactivation of the Emergency Operations Centers; 
providing advice on staffing the EOC; takes a lead role in activations; activating EOC 
personnel; demobilizing the EOC; ensuring recovery plans are implemented after an 
emergency and coordinating after-action reviews.                    30%  
                                                                                                                                  
Ensures Operational Readiness by coordinating and being available for the emergency 
on call program; maintaining organization and information technology for the EOC; 
identifying personnel for the Emergency Management Plan; coordinating the emergency 
management training and exercise programs for staff and partner agencies; participating 
on emergency planning committees; providing oversight to the Emergency Support 
Services program and maintaining contact lists and resources.                     15%  

 
Coordinates regional emergency planning initiatives by maintaining and organizing 
existing plans; coordinating the development of new plans; managing, planning 
contractors; consulting with stakeholders on plans and initiatives and; liaising with federal, 
provincial officials, municipal organizations, Indigenous Communities and emergency 
agencies.              10% 
       
Represents the Emergency Program by acting as the primary contact for the 
Emergency Management Program; liaising with federal, provincial officials, municipal 
organizations, Indigenous communities and emergency agencies on programs and 
service delivery and responding to public information requests.         5% 
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Perform other related duties including working with RDEK Records Management 
Specialist to develop department records management plan and advises team of 
filing/archiving requirements.                                                                                          5% 
 
KEY SKILLS AND ABILITIES 

• Computer literate in Microsoft Office Suite. 

• Effectively deal with emergency situations. 

• Engage with fellow employees, the public and outside agencies in a courteous 
manner.  

• Establish and maintain effective working relationships. 

• Organize and prioritize contractors and volunteers. 

• Prepare clear and concise reports. 

• Professional competence in the development and administration of emergency 
management programs.  

• Work safely.  

• Knowledge of RDEK records management system 
 
QUALIFICATIONS 
Education, Training and Occupational Certifications 

• Degree in Emergency Management; will consider Emergency Management 
Certificate with combined relevant experience. 

• BC Driver’s Licence. 
 
Experience 

• Three years Emergency Management experience.  

• One year leading a team.  
 
 


