Job Description
Fire Chief
Richfield Township Fire Department
Richfield Township, Ohio
Position Summary
The Fire Chief serves as the administrative and operational leader of the Richfield Township Fire Department under the direction of the Richfield Township Board of Trustees. This position is responsible for maintaining safe, lawful, and effective fire and emergency medical services; supervising department personnel and operations; protecting public trust; and providing steady leadership.
The Fire Chief is expected to stabilize operations, maintain response readiness, support personnel, oversee department administration, and provide clear and accurate reporting to the Township Administrator and  Board of Trustees. 
Appointment and Status
· Appointed by and serves at the pleasure of the Richfield Township Board of Trustees
· Exempt/administrative position, as applicable by law and township policy
· Must comply with all applicable federal law, Ohio law, township resolutions, department policies, and direction lawfully given by the Board of Trustees
Reporting Relationship
· Reports directly to the Richfield Township Administrator and Richfield Township Board of Trustees 
· Works cooperatively with the Township Trustees, Fiscal Officer, Township Administrator, mutual aid partners, county agencies, and other public safety officials
Essential Duties and Responsibilities
The Fire Chief shall:
Department Leadership and Operations
· Direct and oversee the daily operations of the Fire Department
· Maintain fire, rescue, and EMS readiness, staffing, response capability, and service continuity
· Supervise all department members, officers, employees, and volunteers, as applicable
· Assign duties, monitor performance, and maintain accountability throughout the department
· Promote a professional, respectful, and safety-focused workplace culture
· Respond to significant incidents, emergencies, complaints, and operational concerns as needed
Administration and Oversight
· Carry out township and department policies and lawful directives of the Board of Trustees
· Maintain organized, accurate, and timely departmental records, reports, logs, rosters, inventories, certifications, incident documentation, and operational data
· Prepare regular written monthly reports and Annual Report for the Board of Trustees and Richfield residents regarding department status, staffing, apparatus, training, incidents, risks, needs, and priorities
· Ensure department records are maintained in a professional and retrievable manner consistent with records retention and public records requirements
· Identify immediate operational deficiencies and recommend corrective action
Personnel Management
· Supervise scheduling and coverage to maintain service levels
· Verify that personnel hold and maintain required certifications, licenses, and training
· Recommend discipline, corrective action, policy updates, and personnel changes when necessary
· Support recruitment, retention, orientation, and evaluation of personnel, as directed or authorized
· Address internal operational issues in a timely, fair, and documented manner
Training, Safety, and Compliance
· Ensure required training, safety procedures, and compliance measures are in place and documented
· Enforce department rules, response standards, workplace safety expectations, and chain of command
· Monitor compliance with applicable fire, EMS, OSHA, and other operational requirements
· Oversee apparatus, equipment, station safety, and maintenance needs
· Report safety concerns, liability concerns, and major compliance issues promptly to the Township Administrator and Board of Trustees
Budget and Purchasing
· Assist the Board of Trustees with budget planning, operational forecasting, and department needs
· Monitor departmental spending and use of township property and equipment
· Make recommendations on purchases, repairs, staffing needs, and capital priorities
· Ensure no purchase, contract, commitment, or obligation is made beyond delegated authority or without required township approval
· Safeguard township assets and ensure responsible use of public funds
Public and Intergovernmental Relations
· Serve as the department’s professional point of contact with residents, neighboring departments, mutual aid agencies, contractors, and outside partners
· Communicate with the public in a professional, factual, and respectful manner
· Support public confidence through honesty, accountability, and appropriate conduct
· Represent the department at meetings, briefings, and operational discussions as directed
Required Qualifications
· High school diploma or GED
· Current Ohio fire certification(s) appropriate to department operations
· Current Ohio EMS certification appropriate to department operations, or the ability to effectively oversee EMS operations in compliance with law and protocol
· Demonstrated fire service command or supervisory experience
· Valid driver’s license with acceptable driving record
· Ability to supervise personnel, manage operations, and communicate effectively with public officials, staff, and residents
· Ability to prepare accurate reports and maintain organized records
· Ability to pass background checks, driver review, and any other township-required screening
Preferred Qualifications
· Previous experience as a Fire Chief, Assistant Chief, Acting Chief, or comparable command officer
· Experience in combination, volunteer, or rural fire/EMS systems
· Experience with budgeting, policy implementation, personnel supervision, and interagency coordination
· Experience with incident command, inspections, apparatus oversight, and regulatory compliance
· Instructor, fire safety, EMS leadership, or emergency management credentials
Knowledge, Skills, and Abilities
· Knowledge of fire suppression, rescue, EMS operations, incident command, training standards, and departmental administration
· Knowledge of applicable safety practices, chain of command, and emergency response procedures
· Skill in leadership, decision-making, documentation, organization, and conflict management
· Ability to exercise sound judgment under pressure
· Ability to communicate clearly, professionally, and factually in writing and in person
· Ability to maintain confidentiality when legally and operationally required
· Ability to work effectively with elected officials while respecting the Board’s authority and the department’s operational needs
Work Schedule and Availability
· Must be available for emergency response, command decisions, meetings, and operational issues as required by the township
· Must be reasonably available outside normal business hours for urgent department matters
· Schedule may include evenings, weekends, holidays, and emergency call-back responsibilities
Physical Requirements
· Ability to perform the administrative and oversight duties of the position
· Ability to respond to emergency scenes and department facilities as needed
· Ability to inspect apparatus, equipment, stations, and incident scenes
· Physical capability to perform essential job duties with or without reasonable accommodation
Conditions of Employment
The Fire Chief must:
· Maintain all required certifications, licenses, and insurability
· Follow township policies and procedures, department rules, and lawful Board directives
· Refrain from misuse of township property, equipment, funds, records, or authority
· Conduct themself in a manner that supports public confidence and the integrity of the department
· Avoid conduct that disrupts department operations, undermines township governance, or creates unnecessary risk to the township
Authority Limits
Unless expressly authorized by the Board of Trustees, the Fire Chief shall not:
· Enter into contracts or binding agreements on behalf of the township
· Make expenditures outside approved appropriations or delegated authority
· Create new positions, alter compensation, or make permanent employment commitments
· Dispose of township property or commit the township to major purchases without approval
· Change major department policy contrary to Board direction
Disclaimer
This job description is intended to describe the general duties and expectations of the Fire Chief position. It may be revised by the Richfield Township Board of Trustees at any time.
_______________________________________Fire Chief
_______________________________________Trustee
_______________________________________Trustee
_______________________________________Trustee                                                     Date:______________                                                                                                                                                                                                                                                                  
