JOB TITLE:  BHS EMERGENCY PLANNER
POSITION CONTROL NUMBER: 6039
CLASS CODE NUMBER:  22719
SALARY GRADE:  NGA-10
INTRODUCTION:  This position is assigned to the Plans Section of the Preparedness and Protection Branch, Bureau of Homeland Security (BHS) within the State of Idaho, Military Division.  The purpose of this position is to coordinate, prepare, and help maintain essential emergency planning programs, planning standards, procedures, and a wide variety of emergency plans and tasks relating to each of the BHS mission areas (prevent, protect, respond, and recover) for the State of Idaho.  
Duties and responsibilities:

1.  Maintain State Disaster Plan:  Provides support for preparing and maintaining the Idaho Emergency Operations Plan (IDEOP) based on the principle of self-help at each level of government.  Prepares draft portions of the IDEOP basic plan and functional annexes.  Supporting activities include compiling hazard analysis, recommending planning courses of actions, coordination of roles and responsibilities with other state agencies, incorporation of comments/recommendations, and final plan review.  Assists state agencies with development of appropriate sections of IDEOP and tracks compliance of state agencies with IDEOP updates on predetermined update schedule.  Innovates, implements and administers a state-wide, web-based, collaborative planning tool that facilitates planning and plan revisions across jurisdictions and state agencies. Develops and conducts workshops, including training curriculum to assist web-based planning tool users and offers continued technical support. 
Develops related supporting emergency plans, under direction of supervisors, to guide the actions of the State of Idaho and its political subdivisions during times of disaster emergency to prevent, protect, prepare, respond, and recover from significant events.  Supports and maintains a regional collaboration planning approach with FEMA Region 10 and encompassing state planners.
2.  Promulgate Planning Standards:  Researches, reviews, and maintains accurate emergency planning standards and criteria for state, tribal, and local governments.  Stays informed of federal, state and regional planning activities and directives for new trends, requirements, and/or changes to ensure that published planning standards reflect the most current standards.  Ensures emergency planning guidance aligns with applicable federal standards for content and structure and is mutually supporting of the Bureau’s strategic vision. Maintains close working relationships with FEMA Region 10 and other regional state planning counterparts. 
3.  Provide Planning Assistance:  Conducts research and stays informed on the most current emergency planning trends and industry standards in order to provide timely and accurate planning information and guidance.  Upon request, provides technical assistance to all levels of government on the development and maintenance of emergency plans required to manage the consequences of a disaster emergency.  Organizes and maintains a web-based and hard-copy repository of related planning and informational guidance and documents.  Conducts and participates in local, tribal, state, regional, and national terrorism/emergency planning workshops as required. 

4.  Periodically Review State and Local Plans:  Maintains and monitors an established periodic inspection cycle that ensures the continuous review of state agency, tribal, county and/or intergovernmental disaster emergency plans.  Reviews applicable emergency plans against a set standard of criterion to ensure vertical and horizontal integration and consistency with state and national plans and emergency planning standards.  Provides written feedback for each plan reviewed and maintains a database for recording results.

5.  National Incident Management System (NIMS):  Assists with state implementation of the National Incident Management System (NIMS).  Provides guidance, support, and ongoing technical assistance to all state sub-grantees regarding implementation of NIMS according to Federal and State requirements.  Maintains detailed NIMS records to ensure compliance with Federal NIMS requirements, coordinates with Federal NIMS managers, and provides progress reports such as NIMSCAST as required.  

6.  COOP/COG Planning:  Actively assists with the planning and implementation strategies for the State of Idaho’s Continuity of Operations/Continuity of Government (COOP/COG) program.  Supports with coordinating the development and maintenance of COOP/COG plans as part of a statewide program that addresses the procedures and tasks relating to the identification and prioritization of state agency essential functions, orders of succession, delegation of authority, interoperable communications, identification of alternate facilities, identification of vital records and databases, human capital aspects, reconstitution of facilities, and the training and exercising of these plans.  Maintains and monitors an established periodic inspection cycle that ensures for the continuous review of state agency COOP/COG plans.  Reviews, maintains, and updates the Bureau’s COOP plan that allows for the continuation of essential functions of during any incident or emergency that may disrupt typical, normal operations.

7.  BHS Plans Library:  Manages the BHS plans library.  Develops control processes and establishes standards for cataloging state, tribal, and local emergency plans.  Establishes and maintains a physical plans library for housing hard copies of emergency plans and a virtual library for storing electronic back-up copies of emergency plans.  Ensures emergency plans are accessible during normal business hours and during emergencies. 
8.  Emergency Response Roles:  During activation of the Idaho Emergency Operations Center (IDEOC), performs a role in the plans section or other supporting IDEOC role as required.  During activation of the Bureau’s Continuity of Operations (COOP) Plan, performs as member of Advance Echelon party (ADVON) and/or other supporting COOP role as required.  During disaster emergencies, may perform other critical emergency support roles/positions within the state’s emergency management structure as required.
9.  BHS Program Manager:  Prepares grant applications for submittal to state or federal agencies.  Develops project plans with a scope of work and budget that meets stated goals and objectives.  Plans, coordinates and implements program activities.  Evaluates programs effectiveness, identifies problems, and recommends changes.  Coordinates budget needs; monitors budget and expenditures against program progress.  Reviews and approves projects, monitors progress reports for eligible reimbursement requests, adherence to scope of work, and provides assistance for corrective measures.  
10.  Performs other related duties as required or as assigned.
SUPERVISORY CONTROLS:  Duties are performed under the general supervision of the Plans Section Chief.  The incumbent receives broadly defined strategic and tactical assignments that support to the overall mission goals.  The incumbent works independently to define overall project objectives, schedule, and cost estimates to fulfill assignments.  Establishes work priorities and overall strategic direction within general guidelines and in collaboration with the supervisor.
PERSONAL WORK CONTACTS:  Contacts include the BHS Director, Idaho National Guard Staff and Commanders; City, County, State and Federal employees from various agencies; and civilians who have an interest in the programs and services of this organization.  The incumbent may be required to deal with citizens, government officials and organizations under emotional distress due to the trauma of a disaster emergency (loss of life, personal property, etc.).  
WORKING CONDITIONS:  The majority of work is performed in an office environment.  Work may require travel and outdoor exposure in all types of weather.  Field activities may require incumbent to travel and work long hours; driving and walking over rough, uneven surfaces; standing, stooping, reaching; and occasional lifting of moderately heavy items such as equipment or supplies up to 50 pounds.  Working around damaged facilities and structures may be hazardous.  Incumbent is required to deploy to the field upon request of the immediate supervisor or the Director; may require overnight or extended periods of travel in and outside of the State of Idaho; may be on-call after normal work hours to respond to emergencies which may require deployment to the field with little notice; may require extended work hours including shifts up to 12-hours under emergency or exercise conditions; and may be required to maintain availability after normal duty hours, including carrying a pager.
MANDATORY REQUIREMENTS: 
1.  Must have and maintain a valid and unrestricted state issued driver’s license.

2.  Must have the ability to operate four wheel drive vehicles, including pick-up trucks up to one ton capacity, in extreme weather and rough terrain, and the ability to tow trailers.  
3.  Incumbent must pass a State background check and may be required to obtain a “Secret” level clearance through the U.S. Department of Homeland Security.

REQUIRED EXPERIENCE:  Incumbent must have 12-months of experience performing duties as specified in the announcement listed under Qualification Requirements, Knowledge, Skills and Abilities (KSA’s).
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KNOWLEDGE, SKILLS AND ABILITIES (KSAs):
1.  Working knowledge of emergency/disaster response mechanisms, laws, and policies applicable to federal, state, tribal, and local governmental agencies, and the ability to interpret and adapt said guidance to a directive plan.
2.  Thorough working knowledge of web-based, collaborative planning tools, such as the Emergency Operations Planning Tool. 

3.  Ability to interact effectively with a variety of federal, state, tribal, and local government agencies, non-governmental organizations, private-sector business, and citizens and the use of interpersonal skills to create collaborative/cooperative environments. 

4.   Demonstrated knowledge and experience applying the following communication skills:

· Communicating at the organizational level; and

· Effective oral and written communication demonstrating logic, focus, critical thinking, and clarity.   

5.  Knowledge of, or experience with, the National Incident Management System (NIMS) and Incident Command System (ICS) and similar business or military management systems.

6.  Knowledge of planning principles and experience with organizing and preparing effective emergency operations plans (EOP) and/or continuity of operations (COOP) plans and conducting formal plan reviews and providing recommendations for plan improvement.  
7.  The ability to incorporate data fields into the planning process to generate a comprehensive planning document, including electronic transfer and adapting documents into varied electronic formats.  Demonstrated working knowledge of the Microsoft Office program suite to generate plans products.
