
Fire Services and Safety
Coordinator

If you’re embarking on a new career or looking for a change of scenery, the Municipality of Chester is waiting
for you!

The perfect b lend of work and casual living, the Municipality is an easy 40-m inute commute to downtown
Halifax - leisure with business, rural with convenience. Enjoy the feel of close-kn it, safe, community living
within proxim ity to major centers, healthcare, schoo ls, green spaces, childcare, and amenities such as shops,
restaurants, trails, cultural venues, community centres, and much more.

The Municipality o f the D istrict o f Chester (M ODC) is seeking a Fire Services and Safety Coord inator to jo in our
team.

The Fire Services and Safety Coord inator is responsib le for the coord ination of the Municipality’s
functions concerning fire services within the Municipality. The position builds and manages effective
relationships with staff and key partners includ ing fire service providers, local provincial and federal
governments, fire services associations, community groups and the pub lic to ensure effective fire
services within the Municipality. The position will also assist in the development of recommendations
related to fire service delivery standards, fund ing formulas, infrastructure and cap ital p lanning, po licy
structure, and a long-range business p lan for fire services within the Municipality.

This position is also responsib le for lead ing and coord inating the Municipality’s Health and Safety
Program in comp liance with the NS O ccupational Health and Safety Act.

This position is also responsib le for the ro le of Assistant Emergency Coord inator (AEC) for Municipality
of the D istrict of Chester and participating as required in the Emergency Coord ination Center during
activations.

What we are looking for

Duties and responsibilities



A comp lete job description is availab le online at www.chester.ca or by contacting Human Resources (contact
information below).

This competition will remain open until successfully filled.

Please send your resume along with three professional references and contact information , in confidence,
using one of the fo llowing options:

 email: emp loyment@chester.ca

 fax: 902-275-4771

 mail:
Ashley Chase, Human Resources Generalist
151 King Street
PO Box 369
Chester, NS   B0J 1J0

While we thank you for your interest, only those cand idates selected for interview will be contacted.

The Municipality o f Chester is comm itted to treating peop le fairly, with respect and d ignity, and to offering
equal emp loyment opportunities based upon an ind ividual's qualifications and performance — free from
d iscrimination or harassment because o f age, race, colour, relig ion , creed, ethnicity, national or aborig inal
orig in, sex (includ ing pregnancy and pay equity), sexual orientation, physical d isab ility, mental d isab ility, fam ily
status, gender identity, gender expression,  or other protected characteristics, in accordance with the Nova
Scotia Human Rights Code.

The Municipality o f Chester is comm itted to the princip les of the Accessib ility Act. As such, we strive to make
our recruitment, assessment, and selection processes as accessib le as possib le and provide accommodations
as required for app licants with d isab ilities. If you require any accommodations at any po int during the
app lication and hiring process, p lease contact emp loyment@chester.ca.

Fine print

Our commitment to fair treatment
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Posi t ion Ti t le: Fire Services and Safety Coord inator
Salary Band :  Leve l 5
Depart ment : Corporate & Strateg ic Management Department
Reports to :  Deputy CAO / Director, Corporate & Strateg ic Management
Sta tus:   Permanent Fulltime
Loca t ion: Municipal Adm inistration Buildings (151 King Street Chester, 186 Central

Street, 643 H ighway 12, and 450 Kaizer Meadow Road), sub ject to Change
H ours: Normally 8:30 a.m. to 4:30 p.m. with other hours for meetings outside of
    normal office hours, sub ject to change.
Date:   March 2026

SCOPE

The Fire Services and Safety Coordinator is responsib le for the coordination of the Municipality’s
functions concerning fire services within the Municipality. The position builds and manages
effective re lationships with staff and key partners includ ing fire service providers, local provincial
and federal governments, fire services associations, community groups and the pub lic to ensure
effective fire services within the Municipality. The position will also assist in the deve lopment of
recommendations re lated to fire service de livery standards, fund ing formulas, infrastructure and
cap ital p lanning, policy structure, and a long-range business p lan for fire services within the
Municipality.

This posit ion is also responsib le for lead ing and coord inating the Municipality’s Health and
Safety Program in comp liance with the NS Occupational Health and Safety Act.

This posit ion is also responsib le for the ro le of Assistant Emergency Coord inator (AEC) for
Municipality of the D istrict of Chester and participating as required in the Emergency
Coord ination Center during activations.

OBLIGATIO NS A N D RESPO NSIBILITIES U N DER LEGISLATIO N

1. The Municipality o f the District of Chester is comm itted to workp lace safety and all
emp loyees are expected to active ly participate in the Municipality’s Occupational Health
and Safety Po l icy and Program, as we ll as Occupational Health and Safety Legislation and
associated Regulations as required by associated regulatory bodies.

MU NICIPALITY OF THE DISTRICT OF CHESTER
POSITIO N DESCRIPTIO N
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2. The Municipality of the District of Chester comp lies with the Emp loyment Leg islation of
Nova Scotia and all emp loyees are expected to act in accordance with the appropriate
Leg islation.

Q U ALIFICATIO NS

Educat ion

1. Post secondary degree, dip loma or certificate in business adm inistration, fire service
adm inistration or a sim ilar educational program, or a combination of these educational
requirements and experience that meet requirements.

2. General knowledge of the fire services, including fire apparatus types and functions, typ ical
fire department call types and associated services performed, fire service standards and their
impact on the volunteer service (ULC, NFPA, etc.), vo lunteer fire service logistics and
operations (dispatch, communications, etc.)  Leve l I or II Fire Fighter’s Pro Board certification
or equivalent would be considered an asset.

3. A background in occupational health and safety, whether through formal education,
training, or hands-on experience, is important for this ro le. While a degree or d ip loma in
OHS is an asset, cand idates with proven experience deve lop ing, implementing, or lead ing
health and safety programs will be strong ly considered. Demonstrated ab ility to interpret
and apply re levant legislation and regulations is essential, and willingness to continually
expand OHS knowledge is expected.

Experience

1. At least five (5) years of d irect experience within the fire services sector of a public
organization, with demonstrated knowledge of municipal fire operations and administration.

2. A m inimum of five (5) years’ d irect experience deve lop ing, imp lement ing, or oversee ing
health and safety programs in accordance with the NS Safety Act and Regulations,
preferab ly within a public sector or fire services environment.

Knowledge & Learn ing A b i l i ty

1. Knowledge of National Fire Prevention Association and other fire services standards, in
reference to the services provided by vo lunteer fire departments within the Municipality.
Knowledge of and the ab ility to interpret and app ly federal, provincial and municipal po licy
and leg islation pertaining to the fire services (the Fire Safety Act, Rural Fire D istrict Act, and
app licab le sections of the MGA) and health and safety (Occupational Health and Safety Act
and Regulations).

2. Ab ility to work co llaborative ly with fire services officials, reg ional fire service organizations,
e lected officials, management and staff while maintaining confidentiality and impartiality.
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3. Demonstrated ability to manage comp lex pro jects, set priorities, and meet dead lines in a
dynam ic environment.

4. Competency in preparing reports, briefings, and council presentations with a high degree of
clarity and professionalism.

5. Excellent interpersonal and communication skills, with the ab ility to work co llaborative ly
with internal and external partners.

6. W illingness and ab ility to learn new systems, processes, and regulatory frameworks as they
evo lve.

Technical and Physical Sk i l ls

1. Valid Nova Scotia driver’s license and access to a re liab le vehicle for work-re lated trave l.
Proficient in Microso ft O ffice Suite (Word, Exce l, Outlook, PowerPo int) and capab le of using
co llaborative p latforms (e.g., Teams, SharePo int, Safety Evo lut ion, Web EOC).

2. Must be ab le to remain calm and focused during emergency activations and high-pressure
situat ions.

3. Com fortab le using d igital and rad io communication tools for remote coord ination during
fire service and emergency events.

4. Ab ility to work outside of normal office hours including evenings and weekends and must
be availab le to respond to emergency situations when required.

SUMMARY OF FU NCTIO N

Princ i p le Dut ies and Responsib i l i t ies:
The fo llowing is a general outline o f the duties and responsibilities invo lved in this position. It is
not intended to be an exhaustive list or to lim it opportunities for the employee to develop
capab ilit ies beyond this current scope. It is also not intended to lim it the emp loyer’s right to
assign other duties.

Fire Services (60%)

1. Lead in the deve lopment of an appropriate municipal fire services budget and contro l
expenses within the approved resources. When requested, assists fire departments with
operating and cap ital budget preparations.

2. Create and maintain fire and emergency services statist ics and records e.g. call reports,
membership rosters and information, service levels, etc.

3. Communicate effective ly with fire departments, local businesses and residents re lative to fire
services within the Municipality through development and maintenance of a
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communications program using the fire services website, newsletters, forums, outreach,
special events etc.

4. Assist the fire services with preparation (rate payers lists etc.) and advertising of Annual Rate
Payers meetings and announcement of fire tax rates.

5. Review, manage and update the annual registration of municipal fire services providers,
identify any deficiencies or areas of risk and make appropriate recommendations to Council.

6. Maintain fire department group insurance and Workers Compensation (Firefighters) po licies,
addendums and assists as required in claims.

7. Assist the fire services in the deve lopment of cap ital investment p lans and procurement of
apparatus and equipment e.g. tenders, group purchasing and associated service contracts.

8. Adm inister the Municipal Fire Services Long Service Recognit ion Po licy and assist in the
deve lopment of other programs for recruitment and retention within the fire services.

9. Coord inate programs and events with fire departments includ ing de livery of educational
sessions on the fire services e.g. fire prevention. etc.

10. Assist with the coord ination of municipal legal services as may be required e.g. corporate
status, by-laws, fire service area boundary amendments etc.

11. Provide adm inistrative support to the fire chiefs and assist in the development and
preparation of reports and recommendations on fire services to the Fire Advisory
Comm ittee.

12. Provide adm inistrative support to the Fire Advisory Comm ittee meetings and assist in the
deve lopment and preparation of reports and recommendations on fire services to Council.

13. Research leg islation, m inimum/core standards and best practices and assists in the
deve lopment of such for the vo lunteer fire service.

14. Participate in the deve lopment of m inimum/core standards for firefighter training and assist
in the deve lopment and implementation of a fire services training p lan. Coord inate special
municipal sponsored mutual aid rating programs and events in consultation with the fire
services.

15. Assist with and monitor testing and certification programs for members and equipment e.g.
fit testing, SCBA flow testing, pump test ing.

16. Liaise regularly with the Fire Services Association of Nova Scotia, Canad ian Volunteer Fire
Services Association, O ffice of the Fire Marshal’s etc.

17. Assist the fire departments and governing bodies in the deve lopment of re levant po licies
and bylaws, general operating guidelines, and aid agreements.

H eal th and Safe ty (35%)
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1. Lead the deve lopment, imp lementation and evaluation of occupational health and safety
po licies and programs designed to improve workplace health and safety or to meet health
and safety ob jectives.

2. Serve as the appo inted a Co-chair for the Jo int Occupational Health and Safety Comm ittee
and coord inates JOHSC workp lans.

3. Deve lop, coordinate, monitor and update all components of the health & safety po licy,
program and initiatives.

4. Deve lop annual Health and Safety Workp lan. Assist in the deve lopment of an appropriate
health and safety budget and contro l expenses within the approved resources.

5. Assist supervisors and d irectors in their development o f comprehensive Hazard Assessment
and Safe Work Practices, Contro ls and Management systems and reviews on an annual basis.

6. Participate in inspections, inquiries, investigations, workp lace monitoring and aud its
concerning health and safety and fo llow up with action p lans when needed.

7. Organize and conduct O HS training programs as outlined in health and safety workplans
and act as a resource to all staff on health and safety issues.

8. Complete internal and external audits o f the OHS program.

9. Deve lop and maintain corporate health and safety statistical information and present
updates to Council.

10. Deal with matters of comp liance to the Act and regulations and accompany a Department of
Labor O fficer during any workp lace inspections or investigations.

11. Complete other duties as assigned by the Deputy CAO from time to time.

AEC for Chester Munic i pa l i ty (5%)

N ote: This ro le is supervised ind irectly by the Regional Emergency Management Organization
Manager. During activation of an Emergency Coord ination Centre the AEC position reports to
the (ECC) Manager or Position Supervisor.

The primary ro le of the AEC is to provide support to the Community Read iness Coord inator
(CRC) and the REMO Manager as required but with a focus on incident response. Participate in a
rotational on-call schedule with five municipal units and the REMO Manager, proactive ly
monitoring phones and emails for potential emergency events. If an event occurs while on duty,
promptly assess the situation, coordinate notifications and information sharing, determ ine
required awareness leve ls, and initiate appropriate response actions in accordance with
estab lished emergency management protoco ls. This on-call responsib ility includes an
honorarium in add ition to base salary.

Contacts:
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Council, Chief Administrative O fficer and Deputy and Municipal Clerk
Senior Management
Municipal So licitor
Staff at all Municipal sites
Regulatory agencies (Workers Compensation Board, NS Department of Labour, NS Department
of Environment, NS Department of Emergency Management).
Vo lunteer Fire Comm issions and Departments
Provincial and Federal Fire Services Associations
Members of public


