EMERGENCY MANAGEMENT COORDINATOR A CHECKLIST FOR SELECTING AND NOMINATING THE RIGHT PERSON:
The coordinator must possess both tangible and intangible qualifications to be successful in the field of emergency management.
High school education or GED - this should be a minimum requirement - Additional higher education in the areas of public administration, emergency services, safety or business administration is preferred. A commitment to a continuing education is crucial to the coordinator's effectiveness of managing the emergency management program.
Capability - the coordinator should possess the capability to: read and understand state and federal laws prepare budgets and be competent at fiscal administration provide public and instructional presentations operate computers and radios work effectively with volunteer and public safety services/organizations
Experience - this should not be a substitute for the education requirements of the position. Listed are some of the areas of experience that are desirable during recruitment and candidate evaluation:
disaster relief
emergency management
public safety
emergency services
communications
management
supervision
public speaking
hazardous materials
writing - plans, procedures, checklists, formal correspondence,   administration
understanding of county and local government
media relations
The county or municipality may have standard procedures for recruitment but some items
to consider are: advertising in local newspapers, listing the position at the state job center,  providing the vacancy notice to municipal/regional emergency service/support organizations, requesting assistance from the PEMA Area Office and advertising through professional publications.

The PSATS Ordinance Database includes examples that townships can use when developing their own ordinances, job descriptions, and personnel regulations. Please keep in mind that these examples are merely an informational resource for you to use in developing your own ordinance, job description, or personnel regulation. PSATS does not guarantee the legal effectiveness of any of these examples, nor their appropriateness to any particular situation. These are for your judgment in consultation with your legal representative. PSATS encourages township officials to review and discuss all proposed ordinances, job descriptions, or personnel regulations with their township solicitor.
