
Position Description 
 

 

  

Position Title: Emergency Program Manager 

Department: Fire Rescue 

Last Updated: June 2025 

# Direct Reports: 1 

Classification: PT4L 
 

 
Summary 

Reporting to the Fire Chief, the Emergency Program Manager is responsible for planning, implementing and 

maintaining the City of Langford Emergency Program that advances the preparedness, mitigation, response 

and recovery elements of emergency management in compliance with provincial mandates. This position 

works with and supervises departmental employees and volunteers to coordinate the implementation of 

Emergency Program activities which will enable the community to respond quickly and effectively in providing 

essential services to evacuees and responders affected by an emergency or disaster.  This position will require 

after-hours availability for emergency responses and involves preparing for and supporting activations of the 

Emergency Operation Center (EOC), and Departmental Operation Center (DOC).  

 

Key Duties & Accountabilities 

• Develops, implements, and leads emergency management activities and initiatives, advising on 

the overall strategy and vision for the City’s Emergency Program with a focus on achieving 

Council goals and legislative requirements 

• Creates policies and procedures related to the City’s Emergency Management & Recovery Plan, 

Emergency Operations Centre (EOC), Department Operations Center (DOC) and City-wide 

emergency response framework 

• Develops and maintains emergency planning and response agreements and relationships with 

external partners in the public, private, and non-profit sectors 

• Prepares recommendations and business cases to senior management and Council for new 

emergency management initiatives 

• Develops and implements communication plans, coordinates public education and outreach, and 

manages event planning 

• Assumes a leadership role during all stages of emergency events including mitigation, 

preparation, response, and recovery, including EOC operations 

• Supports senior management to maintain employee qualifications and capacity to fill critical 

emergency management roles during emergencies and disasters, and plans and delivers 

scenario-based activities as required to ensure EOC operational readiness 

• Prepares and manages annual and five-year budgets for the emergency program and provides 

input to senior City management for business and strategic plans 

• Anticipates potential emergency situations by monitoring conditions and participating in hazard 

awareness information sessions provided by related government bodies (e.g. EMCR, ECCC) 

• Manages the local Emergency Support Services (ESS) program and Amateur Radio volunteers 

• Manages Emergency Program department staff, providing direction and oversight including 

hiring, evaluation, performance management, and training, ensuring the provision of excellent 

business support 

• Evaluates and leverages new technologies available to enhance and improve emergency 



Position Description 

Emergency Program Manager 

 

operations and ensures all current equipment and technology is operationally ready and 

adequate for activation 

• Responsible for the application for grants from other levels of government to fund emergency 

program, ESS, EOC or related activities and projects 

• May act as a designated spokesperson, as required, including issuing emergency alerts and 

orders 

• Liaises with other municipalities to support regional emergency preparedness initiatives and 

collaborates with the other West Shore Emergency Programs for consistency and integration 

with the City of Langford’s program 

• Represents the City at the Regional Emergency Management Partnership (REMP) and the Local 

Government Emergency Program Advisory Commission (LGEPAC) 

• Performs other related duties as required 

 

Qualifications 

• Post-secondary degree in Emergency Management or a related discipline, and five (5) years’ 

progressively responsible leadership experience in the field of Emergency Management (or an 

equivalent combination) 

• A master’s degree in Emergency Management or related, is preferred 

• Incident Command System (ICS) 300 

• Emergency Operations Centre (EOC) Essentials  

• Valid BC drivers’ license Class 5 and a current Driver’s Abstract 

• Satisfactory Police Information Check 

• Experience delivering emergency response and emergency management services 

• Experience in communicating goals, policies, and training material to diverse groups 

• Extensive knowledge of emergency management information systems, communication tools, 

audio/visual and related technology 

• Thorough knowledge of federal and provincial acts and codes and municipal bylaws relative to 

the activities of emergency management 

• Thorough knowledge of municipal government and its processes 

• Demonstrated emotionally intelligent leader with excellent communication skills 

• Proficient in the use of computers including the MS Office Suite and databases related to the 

administration of emergency services 

• Strong project management and organizational skills, including the ability to effectively manage 

the work of others, including volunteers 

• Ability to react quickly and remain calm under duress and strain 

• Ability to develop and maintain effective working relationships at all levels in the organization, 

external clients, and business contacts, including the ability to manage and resolve conflicts 

• Excellent problem solving and decision-making skills 

• Ability to work after-hours in response to emergencies, including EOC and DOC activations 

• A commitment to excellent customer service, continuous improvement, and life-long learning 

• A team player with a strong work ethic 

• A sense of humour, with the ability to take your work seriously but not yourself 
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