CITY OF SANTA CRUZ
FIRE DIVISION CHIEF
Reports to:
Supervises:
Bargaining Unit:

Receives direction from the Fire Chief or Fire Deputy Chief
Exercises direct and indirect supervision over assigned staff
Fire Management

BASIC FUNCTION
Under direction, provides management level assistance to the Fire Chief and divisions within the
Fire Department; participates in the development of departmental goals and objectives; manages
and supervises the activities of assigned functions; assists in the formulation of policies and
procedures; coordinates activities with other Fire Department managers, City staff, and outside
agencies; serves as a member of the ICS organization at emergency scenes; may assume full
responsibility for Fire Department administration in the absence of the Fire Chief; and performs
other related duties as required.
DISTINGUISHING CHARACTERISTICS
The Fire Division Chief is a management level classification responsible for providing
administrative support to the Fire Chief and managing a variety of activities and programs within
an assigned Division of the Fire Department. This classification is distinguished from the next
higher level classification of Fire Deputy Chief in that the latter functions as second in command
of the Fire Department, has responsibility for the direction of Fire Department Divisions and
assists in the overall management of the Fire Department.
This classification is distinguished from the next lower level classification of Fire Battalion
Chief in that the latter is responsible for managing and supervising fire suppression personnel on
an assigned shift, rather than an assigned Division.
TYPICAL DUTIES (May include, but are not limited to, those duties listed below.)
• Assists in the development, planning and implementation of the goals and objectives of the
department; assists in the development and implementation of policies and procedures;
assists with short- and long-range planning; analyzes and recommends strategies to improve
effectiveness of operation; provides technical assistance and advice to the Fire Chief and Fire
Deputy Chief.
• Develops, maintains, and implements programs related to departmental activities; directs the
work of various program managers within the department
• Prepares a variety of reports and written documents; recommends, develops and implements
changes in policies, rules and regulations; performs research and analysis of administrative or
operational issues by gathering data, conducting feasibility studies, preparing reports and
making recommendations.
• Supervises, trains, and evaluates assigned staff; assists subordinate staff in establishing
programs and objectives; interprets and explains regulations, policies and procedures to staff.
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Prepares budgets related to assigned activities; assists in Department budget development
and implementation; participates in the forecast of additional funds needed for staffing,
equipment, materials, and supplies; administers the approved budget.
Seeks alternative funding sources such as grants and public/private partnerships.
Represents the Department at regional inter-agency association meetings and on various
regional committees.
Acts as Fire Chief in the Chief's absence as required.

Division Chief Prevention
• Manages the fire prevention and inspection activities of the Fire Department.
• Evaluates existing fire and life safety conditions, apply federal, state and local codes applicable
to fire and life safety and recommend policy, procedure, and ordinance revisions as necessary.
• Develops and maintains a comprehensive written plan for the department’s fire prevention
program, including descriptions of: types of inspection activities; frequency of inspections;
types of enforcement action taken and a records keeping system.
• Performs complex inspections in all types of commercial and residential occupancies to assure
they are in compliance with the Fire Code, ordinances and regulations as they pertain to the
design, construction and installation of fire protection equipment.
• Reviews plans for new construction and the installation of fire protection equipment for
adherence to fire and life safety regulations.
• Investigates complaints of fire hazards, writes correction notices, issues citations and performs
other duties necessary to prevent the reoccurrence of safety related crimes or violations;
appears in court as necessary.
• Evaluates existing fire safety conditions and recommends revisions to codes, policies and
procedures.
• Administers the Fire Department fee schedule and billing process.
• Inspects and tests fire alarm systems, fire sprinkler systems, heat and smoke detection devices
and other fire protection and control mechanisms.
• Confers with, answers questions for and provides direction to property owners, contractors,
engineers, architects, builders, developers and others regarding fire protection requirements.
• Plans, directs and participates in departmental fire prevention and public education activities.
• Directs and conducts fire investigations to determine cause and origin and works cooperatively
with law enforcement agencies in arson cases.
• Interprets fire prevention codes for engine company personnel; coordinates and supervises
engine company inspection programs.
• Manages the City Weed Abatement Program and provides assistance to the person(s) assigned
to implement the program.
• Works with the County Environmental Health Agency when enforcement of hazardous
materials regulations is required.
• Pursues reimbursement of costs incurred by the department relative to hazardous materials
incidents.
• Coordinate the activities of Fire Prevention with other Fire Department programs and with
other Departments and Divisions within the City, particularly the Planning and Building
Departments.
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Subject to periodic duty after normal working hours and in emergencies; may be required to
respond to fires.
Performs related duties as required.

WORKING CONDITIONS
Position requires prolonged sitting, standing, walking on level and slippery surfaces, balancing,
reaching, twisting, turning, kneeling, bending, stooping, squatting, crouching, grasping and
making repetitive hand movement in the performance of daily duties. The position also requires
both near and far vision when assessing emergency situations, performing inspections and
reading documents. This position requires the ability to effectively communicate orally and acute
hearing to communicate in both emergency and non-emergency situations. This position requires
the ability to smell in order to detect odors, such as smoke, gases and other odors that could
indicate harmful or dangerous environments. The need to lift, carry, drag and push tools,
equipment, supplies, victims and patients weighing up to 165 pounds is also required.
Additionally, the incumbent in this position may be exposed to a variety of working conditions,
including wet, heat and cold and may be exposed to toxic or caustic chemicals. This position
may be exposed to loud noises such as helicopters, fire engines and chainsaws. The nature of the
work may require the incumbent to climb ladders, work in confined spaces and wear a breathing
apparatus. The incumbent will be required to respond to after hour emergency calls. Some of
these requirements may be accommodated for otherwise qualified individuals requiring and
requesting such accommodation.
MINIMUM QUALIFICATIONS
Knowledge:
• Fire Department Vision, Mission, Values & Expectations;
• Standard fire department policies, procedures and practices;
• Fire related codes and ordinances; applicable federal, state and local regulations.
• The National Incident Management System (NIMS) & the Incident Command System (ICS);
• Strategic analysis and long range planning;
• Computerized record keeping and reporting systems;
• Staff scheduling and resource allocation.
• Principles, practices, methods and techniques of fire prevention and investigation;
• Laws, ordinances and regulations regarding fire prevention and inspection;
• Fire protection devices and systems;
• Building construction and related building materials;
• Laws and procedures of arrest, search and seizure.
• Principles and practices of budget administration and monitoring;

Abilities:
• Research, analyze, interpret, compile and evaluate administrative and/or technical issues and
make appropriate recommendations for action;
• Plan, coordinate and implement comprehensive programs;
• Assist in developing and administering the department budget;
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Supervise, lead, motivate, train and evaluate staff;
Assess emergency incidents and operations and develop, implement and direct appropriate
action;
Effectively utilize staff, equipment and apparatus in emergency and non-emergency
situations;
Communicate clearly and concisely, both orally and in writing;
Write accurate and comprehensive reports and correspondence;
Communicate verbally in an effective manner to provide training and make presentations to
groups;
Establish and maintain effective working relationships;
Tactfully and effectively interact with all people regardless of race, ethnicity, sex, age or
economic status;
Represent the department to other agencies and the community;
Observe safety principles and work in a safe manner;
Maintain physical health, strength, stature and agility to meet the physical demands of the
position as determined by a pre-employment examination.

EDUCATION AND EXPERIENCE
Any combination of education and experience that provides the above knowledge, skills, and
abilities combined with required certification is qualifying. A typical way to obtain the required
qualifications is to possess the equivalent of the following:
•
•

An Associate degree in Fire Science or Fire Protection and
Six years as a full-time Public Safety classified employee in a comparable sized or larger Fire
Department, including two years of supervisory experience equivalent to a Captain or above.

LICENSES/CERTIFICATES
• Possession and maintenance of a valid California driver's license and a safe driving record.
• Must complete a Peace Officers Standards and Training (POST) certified training course in
accordance with Penal Code 832 within (1) one year from date of hire.
DESIRABLE QUALIFICATIONS
• State Fire Marshal “Chief Officer” or “Fire Marshal” certification
• Bachelor Degree in fire science, business administration, supervision, or related field.
• Any coursework completed through the National Fire Academy
• S-404 Safety Officer certificate
• Fire Investigator II certification
• Fire Code Inspector Certification
• Plans Examiner Certification
• Knowledge of the chemistry of hazardous materials
• Work experience in the construction trades
Classification:
Date of issue:
Supersedes:

654
9/11
8/07
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Career Ladder
• Fire Chief
• Fire Deputy Chief
• Fire Division Chief
• Fire Battalion Chief
• Deputy Fire Marshal
• Fire Captain
• Fire Engineer
• Fire Prevention Inspector II
• Fire Prevention Inspector I
• Firefighter
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