Jaob Desgription

Pogltion Title: Wareham Fire Dapartmant Administrative Coardinator

Dapartment: Wareham Fire Dapartment

Employmeant Status; Full-Time, 40 hours per week

Work Location: Wareham Fire Departmant Headrquartars and related District locations a3 agsigned.

Compensation and Bargnining Unit Status
¢ Pay Range: $28.00-$31.00 per hour, commensurate with experlence and qualifications.
s Thig position is represented by Public Employeas’ Local 1248 and is subject to the applicable
collactive bargaining agreement,

Position Summary

+ The Fire Department Administrative Coordinator provides administrative support, payrott aupport,
purchasing support, records support, and Fire Prevention support for the Wareham Fire
Bepartment.

= This position requires an experienced administrative professional with strong organizational,
spreadshest, aumerical, and baske bookkeeping skills who can accurately maintain and review
payroll, purchasing, Involce, and butlgst-support docurmaritation.

+ Duties may evolve as District systams, workflows, and administrative procedures are standardized
orupdated.

= This position doas not replace the Clerk/Treasurer’s financial control function. Final payroli
processing, official accounting racords, budget control, financlat reporting, and submission
through District financial systems remain with the Clerk/Treasurer or pther authorized Distriot
personnal,

Equal Employmant Opportunity and Reasonabls Accommodation

=  The Distrlct is an Equal Opportunity Employer and does not discriminate on the basis of race,
color, religion, sex, sexual orlentation, gender identity, national origin, age, disability, veteran status,
genstic information, or any other protected classification under applicable fadarat, state, or lncal
law.

» Reasonable sccommodations will be provided to quallfied individuals with disabilities to perform
the essential functions of the position in accordance with the Americans with Disabillties Act and
appticable state laws. Applicants or employess raquiring accommordations should contact the
Clerk/Treasurer’s Oifice,

Organizational Structure
»  The Fire Departmient Administrative Coordinator works under the general directior, of the Fire Chief
o designee and supports Fire Department administrative functions as assigned.
s The position works collaboratively with:
o Fire Chief and Assistant Chiefs;
o Fire Prevention personnel;




Clerk/Tregsurer's Office;
Cther Distriet departments or administrative personnel as needed for future process
allgniment;
o District employess, vendors, residents, and the public,
The position prepares and organizes adminisirative support materials. Operational revisw and
approval remaln with Fire Departmant commend staff, Financial control and final
payrolifaccounting procassing remalin with the Clerk/Treasuter’s Office.

Essantial Duties and Responsibilities
Administrative and Records Support

&

Provides administrative suppert to tha Fire Departmernt, Elrs Chiaf, Assistant Chiefs, Fire
Prevention Divialon, and other department functions as assignet,

Prepares, organizes, maintaina, and distributes depariment records, raports, cortespondsnce,
forms, fites, and supporting documantation.

Responds to routine phone calls, emasits, public inquiriss, vendor communications, and internal
depariment requesta,

Maintalns confidentialily of personnel, payroll, medical, legal, financial, and cperational
information,

Assists with document organization, records retention, and public records coordination in
acoordance with District pollcy.

Payrall and Call Payroil Support

Prepares, organizes, and maintains payroll and call pavroll documentation for review and approval
by designated Fire Department command ataff,

Gathars end maintaing supporting docurnantation related to regular hours, overtime, teave, call
rosponses, fire detoils, stipends, contractual pay items, adjisstments, and corrections,

Maintaing approved payroll and call payroll support templates, logs, spreadsheets, goftware
records, or other District-approved eystems as directed.

Raviews supporting docurpentation and tracking records for completaness, numerical accuracy,
and apparent discrapancies before submission for department approval or Clerk/Treasurer review.
Coordlinates timely submiaslon of complete payroll and call payroll supportto the
Clarik/Treasurer's Offics inaccordance with established deadlings.

Tracks payroll questions, missing documentation, corrections, and follow-up kerms.

Assigts with docutnenting and improving payrolt and ¢all payroll workflows as District systerns
and proceduras are standardizad or updatad.

Purchass Ordars, invoices, and Purchaging Support

»

Assists with purchasing documentation, including requests, quotes, purchase orders, invoices,
recelving docurnentation, and related records.

Malntalns tracking logs or approved systems for purchase orders, invoicss, supporting
decurmnantation, approval status, and follow-up items.




Reviews purchasing, invoice, and relatad tracking documentation for completeness, numerical
accuracy, and apparent discrepancies before submission for department apnroval or
Clark/Traagurar raview,

Coordinates with vendoers and District personnel regarding routine purchasing documentation,
quote regquests, order status, invoice support, and related foliow-up,

Assiats with documenting and improving purchase order, Inveles, and purchasing workflows as
District systems end procedures are standargized or updated.

Budget Tracking and Dapartment Reporting Support

Assists Fire Department leadership with organizing budget support materials, spending
documentation, and department-level tracking records.

Maintaing administrative records ralated o submitted payrol support, purchase orders, invoices,
pending items, and other department expenditures,

Assists with comparing department tracking racords 10 budget or axponditure reports provided by
the Clark/Treasurer’s Offica.

Supparts Fire Department leadership in preparing internal budget materials, reports, and
supporting documentation using approved District infarmation.

Asgists with documenting and improving department hudget tracking and reporting workflows as
District systsms and procedures are standardized or updated.

Fire Prevention Administrative Support

-]

Provides administrative support to the Fire Prevention function as assigned, incliding scheduling
support, permitting documentation, filing, public inquiries, payment documentation, and records
otganization,

Asgists Fire Prevantion persannel with correspondence, customer sarvice, document
organizatlon, and records managament.

Coordinates Fire Prevention payment or financial documentation with the Clark/Treasurar's Office
agdirectad.

Process Imprevement and Cross-Training Support

L]

Agsists with docurnenting, standardizing, and improving administrative workfiows for payrol, call
payroli, purchasing, invoices, budgst tracking, Fire Prevention, and records.

Uses standardized temiplates, logs, systems, and filing procedures adopted by the District.
Supports futwe District process Improvements, system changes, crogs-training, and backup
coverage where appropriate and conaistent with District palicy, operational needs, and applicable
collective bargaining agreernenis,

Assists with implemanting updated administrative procedures as District systems and workflows
aro standardized or changed.

Other Duties

]

Perfarms other related administrative duties as assigned, consistent with the nature of the
position, District policy, and appiicable collective bargaining agreaments.



Professions! Appearance, Attirs and Dapantment-lasued Apparel

Emploveass in the Administrative Coordinator position are expectad o malntain a neat, clean, and
professional appearance that reflacts tha standards of the Fire Department and suppors a positive public
irmage,

Appropriats attire Includes business casual clothing such as:

Collared shirts, blouses, sweaters, or other professional tops.

Dress pants, khakis, or clean, neat jeans that are frae of rips, tears, fading, or excessive wear.
Modest skirts or dresses of appropriate lengih.

Closed-tos shoes or other professional footwear that provides safe footing in an office
environment,

»  AFire Dapartment-Issugd shirt, jacket, or identification badge, whan provided or required.
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Employees may oceasionally he required to enter operational areas of the fire statlon or attend off-gite
raastings. Clathing should be suitable for these environments, and employess must comply with any
addittonal safety or personat protective equipment (PPE) requiraments wharn entering restricted or
operational araas.

At the discration of Fire Dapartment management, the Administrative Coordinator may be required to wesar
a department-issuad uniform or designated departmant apparel, When a unlform s issued or required,
employees are axpected {0 wear i in accordance with dapariment standards and maintain it in a clean,
reat, and serviceable condition. Managemant may determine when uniforms are reguirad on g full-thma
hasis or for specific assignments, meetings, public avants, or other official functions,

A Chief Officer within the Wargham Fire Department ressives the right to determing whather atiira is
apbropriate and may require an smplovee to chathge clothing that does not mest thess standards,

Minimum Qualifications

¢ High school diploma or equivalent,

+ Three or more years of progressively responsible administrative, clericat, or office coordination
axparience,

+  Experience praparing, organizing, tracking, and maintaining racords, reports, correspondencs,
formas, and supporting documantation.

s Experience supporting recuning administrative deadlines such as payroll support, invoice
documentation, purchasing documentation, scheduling, reporting, or similar office workflows,

»  Working knowladgs of basic bookkeeping and financial-administrative concepts sufficlent to
accurately support payralt documentation, involces, purchase orders, expansa tracking, and
budget-support records.

+  Proficienny with Microsoft Offics, including Excel, Word, and QOutlock,

» Strong organizational skills, attention to detail, and abillty o follow through on openitems,

«  Ability 10 manags multipts priotities, recurring deadlines, and confidential information with
minirmal supervision.

= Strongwritien and verbal communication skdlis,



Abitity to work professionatly with department leadership, employeaes, pubitlc officiats, vendors,
rasidents, and the public,

Abltity io learn and usa District software systerms, including scheduling, recards, purchasing,
payroll support, permitilng, and Fre Dapartiment administrative systems.

Proferred Qualitications

Experienca in municipal government, public safety, fire servies administration, or a similar pubtic-
sector environment.

Experlence supporting payroll documamation, timekeeping, purchasing, invoice documantation,
budget tracking support, or similsr atministrative processes.

Exparienca coordinating offlce weorkflows involving multinte departmants, approval points,
deadlines, and documentation requirements.

Experience with Fire Department software, municipat administrativa aystems, payrodl support or
timekseping systems, records managemant systoms, perritting software, or similar systems.
Experience with bookkeeping support, payroll support, accounts payabie docurnentation,
purchasing, involee tracking, or municipal financlal-administrative workflows,

Strong working knowledgs of Excel-based logs, tracking files, reporis, and suppoiting
documentation,

Proficlency with Microsoft Exgel, including maintalning formulas, organizing and fiitaring data,
comparing reports, idemifying discrapancies, and maintaining accurate recurting tracidng
spreadshests,

Farnitiarity with public records, records ratention, confidentiality requirements, and municipat
nurchaging processes.



