
Coshocton County Emergency Medical Service 
513 Chestnut St. 

Coshocton, Ohio  43812 

  

Assistant Chief 

 

 

POSITION:   Assistant Chief 

REPORTS TO:  Director    

STATUS:              Non-Classified Employee  

REVISION DATE:  June 10, 2016 

PAY RATE:                TBA 

 

 

GENERAL DESCRIPTION:  
The Assistant Chief will function under the direction of the CCEMS Director and will be 

considered part of the CCEMS Administration team.  The Assistant Chief will be responsible 

for managing and directing CCEMS operations and will directly supervise the Shift Captains 

and all CCEMS employees and Auxiliary members.   

 

The Assistant Chief will guide and direct CCEMS employees to ensure their job duties are 

completed following CCEMS Standard Operating Procedures, CCEMS Medical Protocols 

and in compliance with all County, State, and Federal guidelines.  The Assistant Chief will be 

responsible for staffing, scheduling, disciplinary action, and other personnel functions in an 

organization where some of the employees are represented by a Union and some are not.  The 

Assistant Chief will support the CCEMS goals of providing excellent patient care to the 

citizens of Coshocton County, while providing CCEMS employees with a safe and 

professional work environment. 

 

The Assistant Chief will be responsible for analyzing, planning, designing, implementing, and 

administering EMS programs.  The Assistant Chief will ensure that CCEMS vehicles and 

buildings are maintained properly.  The Assistant Chief will need to have effective problem 

solving skills and be able to react quickly to make decisions as situations arise, and will need 

to be able to prioritize multiple tasks in a constantly changing environment.  

 

The Assistant Chief will not directly supervise, but will assist the QA/QI Supervisor and 

Education Coordinator in implementing their programs and policies, and will work with the 

Administrative Assistant and Accounting Clerk to ensure that financial and billing issues are 

handled appropriately.   

 

MAJOR DUTIES AND RESPONSIBILITES: 

 

1. Knows and meets all of the expectations and requirements of the organization, co-

workers, and the Community we serve. Actively seeking feedback on quality of 

service provided and works to resolve problems. 

 

2. Understands both the stated and unstated values of CCEMS and lives up to the 

organization values at all times.  



 

3. Builds good relationships and rapport with members of the Community, peers, 

partners and management. Treats all people with dignity and respect. 

 

4. Meets with staff to assess and review operations, provides leadership and guidance 

regarding various issues that arise, and recommends changes to existing policies and 

procedures as needed or to improve efficiency. 

 

5. Maintains the crew schedule, ensuring that the required personnel are scheduled at all 

times.  Makes approval decisions for crew vacation requests and crew shift trade 

requests. 

 

6. Motivates employees to perform at expected performance levels and identifies and 

corrects deficiencies.  Provides guidance and constructive advice as needed to resolve 

these deficiencies. 

 

7. Handles a full range of personnel related issues including progressive discipline and 

employee grievances in a Union workplace. 

 

8. Recommends staffing requirements to the Director and assists in the hiring and 

orientation process as needed. 

 

9. Reviews the status and readiness of all CCEMS vehicles and equipment.  Will oversee 

all aspects of CCEMS vehicle and equipment maintenance, notification of repair 

issues, routine roadworthiness and coordinate vehicle rotation.  

 

10. Will investigate reports of employee accidents or injuries, and reports of vehicle 

accidents or damage, and will forward this information to the appropriate persons.   

 

11. Will assure Shift Captains and crews properly complete all necessary documentation, 

including patient care reports, daily vehicle and equipment checks, ancillary report 

documents, preceptor evaluations, shift reports, accident reports, incident reports, time 

sheets, PTO requests.    

 

12. Will work with the Administrative Assistant toward the goal of 100% compliance with 

all Billing and revenue/reimbursement documentation. 

 

13. Will be expected to protect the privacy of all patient information (HIPAA) in 

accordance with CCEMS privacy policies, procedures, and practices, as required by 

Federal and State law, and in accordance with general principles of professionalism as 

a health care provider. May access protected health information and other patient 

information only to the extent that is necessary to complete job duties.   

 

14. Will be expected to investigate any report of a violation of CCEMS policy or 

procedure, County policy, State or Federal law, brought to them by the Shift Captain, 

CCEMS employee, or outside source and advise the Director of the issue. 

 



15. Will assist the Accounting Clerk in maintaining an accurate list of CCEMS assets, will 

recommend expenditures for vehicles and equipment, and will assist in developing the 

annual budget. 

 

16. The Assistant Chief may not supervise an immediate family member. Immediate 

family is defined in the County Personnel Policy Manual Section 2.5.  

 

17. The Assistant Chief could have to respond alone in a first responder role and initiate 

care and treatment until an available ambulance arrives on scene, or might have to be 

part of an ambulance crew if the need arises. 

 

18. The Assistant Chief will have scene/safety control on all calls where he/she is present. 

 

19. The Assistant Chief will be issued a county-owned cell phone.  This phone will be 

provided for the purpose of completing their assigned duties and not for personal use. 

 

20. The Assistant Chief would assume the duties of the Director in the absence of the 

Director. 

 

 

SUPERVISES:  
Shift Captains, All CCEMS medical crew members, and Auxiliary 

 

EDUCATION:  
An Associate’s Degree in Emergency Medical Services is recommended. 

 

A current Ohio Paramedic certification is required for the position.  An applicant with an 

Ohio EMT certification or out-of-state Paramedic certification who otherwise meets the 

requirements of the position could be considered contingent upon their attaining their Ohio 

Paramedic certification within one year of their appointment to the position.    

 

The Assistant Chief must also maintain current certifications in ACLS, ITLS, PALS or 

another pediatric advanced certification, and Hazardous Materials-Operations.   

 

The Assistant Chief will be required to complete the OSHA 30-hour General Industry 

Compliance course, and all NIMS courses required for incident command staff within the first 

12 months of their appointment to the position. 

 

The Assistant Chief will be required to remain current with all educational requirements. 

     

EXPERIENCE: 

A minimum of 6 years of experience in EMS is required, with at least 3 years of experience in 

EMS management or human resources management.    

 

KNOWLEDGE/SKILLS/ABILITIES:  

1. Requires comprehensive knowledge of emergency care procedures and techniques and a 

thorough understanding of their application in the medical transportation environment 



2. Requires knowledge of the various Ohio rules and regulations that govern public agencies, 

including Ohio public records rules, ethics rules, and public employment rules. 

3. Requires interpersonal skills necessary to interact effectively with internal and external 

personnel in stressful situations.   

4. Requires excellent communication skills, needing to be understood by CCEMS employees 

and when acting as a representative of CCEMS to the public.  

5. Requires extensive computer knowledge and skill.  The applicant must be comfortable 

working in a variety of computerized applications from email, to Microsoft Office, to web 

based scheduling and electronic patient care records. A significant portion of the Assistant 

Director’s duties will involve operating a computer and generating reports. 

6. Requires a basic knowledge of finance, including inventory management and budgeting. 

7. Requires a full knowledge of, and skill in, the administration of a full range of human 

resource responsibilities. 

 

OTHER REQUIREMENTS:  

1. Must demonstrate alertness at all times and be able to withstand high amounts of stress in 

uncontrolled environments. 

2. Required to bend, stoop, carry equipment over rough terrain without any limitations in 

range of motion and use proper body mechanics. 

3. The ability to move or carry a patient over uneven surfaces or on stairs with only one 

other person to assist, (2-person crew). 

4. Performs work exposed to heat, wind rain, altitudes and in rough terrain such as hills, in 

ice/snow, climb fences, etc.  Is responsible for self-protection in the environment. 

5. May be exposed to hazards including infectious diseases, hazardous chemicals, unstable 

and/or wrecked vehicles, and other hazards related to incident scenes. 

6. Must maintain an acceptable driving record as per insurance carrier guidelines. 

 

Disclaimer 

The information provided in this description has been designed to indicate the general 

nature and level of work performed by incumbents within this job.  It is not designed 

to be interpreted, as a comprehensive inventory of all duties, responsibilities, 

qualifications and working conditions required of employees, assigned to this job.  

Management has sole discretion to add or modify duties of the job and to designate 

other functions as essential at any time.  This job description is not an employment 

agreement or contract. 

 


