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AMERICAN RED CROSS 
JOB DESCRIPTION

California Central Coast Region
Position Title:
Manager, Emergency Services

Department: 

Emergency Services

Reports to:

California Central Coast Region 






Emergency Services Director
FLSA:

 
Full-time Exempt
Salary Range:
$45,000.00 - $52,000 per annum
Location: 
In one of the offices within the Region, Camarillo, Santa Barbara, Santa Maria or San Luis Obispo, will be required to travel to all offices within the Region
HOURS: 
Monday – Friday, 40+ hours per week (some after-hours, weekend, and holiday work will be required)

BENEFITS: 

401K, Medical, Dental, Vision, Accidental 

Death & Dismemberment and Long Term Disability Insurance, Life Insurance, Flexible Spending Accounts, EAP, Retirement, Paid Vacation and Sick Leave, Paid Holidays, and Pre-paid Legal Services.
I.
Position Summary:
Under the general direction of the Regional Director of Emergency Services, supports and responds to all Emergency Services department functions including: Disaster Services, Service to Armed Forces (SAF) and International Services programs and works within a Regional Emergency Services Structure.
II.
Major Responsibilities:
A. Develops and oversees a disaster response program which ensures appropriate and timely response to all disaster operations within Region.

B. Serves as staff support to the Regional Emergency Services Sub-Committee and ensures that all reports, statistical data accounts and records are properly maintained and provided as required by the Chapter and NHQ.

C. Oversees the administration of the disaster, service to armed forces and international services programs.

D. Positions the organization in a recognized disaster leadership role in the Region, by developing and encouraging relationships with local, state and federal governmental bodies and private organizations.

E. Maintains membership in the National DSHR System and serves on a minimum of one national assignment per year.

F. Assists the Regional Director in ensuring that Chapter disaster plans and related resource materials are regularly updated and monitored and that they met corporate indicators of performance or other imposed standards.  Ensures plans are exercised and drills are held throughout the chapter to insure readiness.

G. As a member of the Chapter’s management team, supports Chapter-wide strategies and other decision-making activities
H. Must demonstrate ability to work effectively with others (including all co-workers, customers, volunteers and others) by sharing ideas in a constructive and positive manner’ listening to and objectively considering ideas and suggestions from others; keeping commitments; keeping others informed of work progress, timetables and issues; addressing problems and concerns constructively to find mutually acceptable and practical business solutions; and addressing the diversity of our work force in actions, words and deeds.

I. Ensures that there is a system in place to provide timely assistance to disaster clients, members of the Armed Forces through the Service to Armed Forces program and that international cases are handled in a timely manner.
III.
Other Dimensions:  (Defines financial and supervisory scope, stewardship of resources, etc.)

The Manager supervises a large staff including paid and volunteer staff.
As a contributor to the work of an emergency relief organization, extended work hours and/or assignment to a disaster/emergency-specific task will be required.
Requires knowledge of Chapter/Regional budget to provide guidance on departmental purchasing and ordering.
This position requires the incumbent to travel to disaster sites in emergency situations.  Transportation may be the staff member’s own vehicle or an ARC vehicle.  As such, a valid California driver’s license and access to an automobile is required.

IV:
Qualifications:  (Required for fully successful performance)

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
A. Education and/or Experience – Bachelors Degree desired.
B. Language Skills - Ability to read and speak English fluently.  Ability to write clear correspondences, reports and memos, and follow template formats.  Ability to effectively present information in one-on-one, as well as in group situations, to customers, clients, volunteers and other employees of the organization. Bilingual (Spanish) ability desired.
C. Mathematical Skills - Ability to add and subtract two digit numbers and to multiply and divide with 10's and 100's.  Ability to perform these operations using units of American money and weight measurement, volume, and distance. 
D. Computer Skills - To perform this job successfully, an individual should have knowledge of MS Outlook Internet software; Excel (basic) and MS Word. Also must be capable of working with required interactive forms supplied by National Headquarters.
E. Certificates, Licenses, Registrations - Must have a current California Drivers License, and will be required to obtain and maintain CPR/First Aid certification through the American Red Cross. Must be willing to travel to other parts of the Country as needed by bus, car or by plane.
F. Physical Demands - While performing the duties of this job, the employees is regularly required to sit, use his/her hands, and talk or hear.  The employee is frequently required to stoop, kneel, crouch, or crawl, and must frequently lift and/or move up to 50 pounds.
G. Safety and Security - Observes safety and security procedures, determines appropriate action beyond guidelines, reports potentially unsafe conditions, and uses equipment and materials properly.
H. Dependability - Is consistently at work and on time.  Ensures work responsibilities are covered when absent. Follows instructions and responds to management direction.  Takes responsibility for own actions.  Keeps commitments. Completes tasks on time or notifies appropriate person with an alternate plan.
Send Resume attachment electronically to:
hr@sbredcross.org  

The American Red Cross, Santa Barbara County Chapter 

2707 State Street

Santa Barbara, CA 93105-3567
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