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Description automatically generated]Job Description	Protective Services Coordinator

The Protective Services Coordinator plays a crucial role in safeguarding staff and the general public as it relates to municipal operations and enhances the effectiveness of emergency services that operate in Region of Queens Municipality’s communities. This role is vital to Region of Queens Municipality's commitment to creating a safe and resilient community. By overseeing internal safety systems, this role ensures that all municipal operations comply with the highest safety standards, reducing risks and fostering a culture of safety across all departments.

Additionally, the position leads Region of Queens Municipality’s emergency management systems and is responsible for strengthening collaboration and coordination with external emergency service providers including fire departments, hospitals and other critical agencies. This ensures that Region of Queens Municipality is well-prepared to respond to emergencies with clear, effective plans and strong inter-agency partnerships. The efforts in this role directly impact the wellbeing of residents by ensuring that both routine safety protocols and emergency response systems are robust, efficient and aligned with best practices. Through proactive safety management and strategic emergency coordination, this position contributes to the overall security and resilience of Region of Queens Municipality.

	MAJOR RESPONSIBILITIES
(Position activities and allocation of time spent doing each activity)
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	Description
	Approximate Time 
Spent (%)

	
Municipal Operations Safety

· Develop, implement and continuously improve Region of Queens Municipality’s health and safety programs, ensuring alignment with occupational health, safety and environmental regulations.
· Regularly audit safety practices, conduct inspections and follow up on identified deficiencies to ensure compliance with relevant legislation, internal policies and best practices.
· Coordinate safety training programs for employees, ensuring staff are informed and compliant with safety standards and protocols across their various duties.
· Act as the lead representative for Region of Queens Municipality’s investigations into major accidents and incidents, analyze trends and work with internal and external contributors to develop prevention strategies. 
· Prepare and present health and safety status reports to senior management and Council.

	50%

	
Public Safety

· Regularly assess and monitor safety issues within the community, identifying potential risks and hazards that may affect public wellbeing.
· Provide timely advice and recommendations to senior municipal staff and Council on emerging safety concerns, offering actionable solutions to mitigate risks.
· Develop and disseminate safety alerts, public notices and educational materials to inform residents about current safety issues and best practices for personal and community safety.
· Work closely with law enforcement, public health and other relevant organizations to address community safety concerns, ensuring a coordinated response to potential threats.
· Identify, monitor and when necessary, coordinate safety services provided to vulnerable populations.

	15%

	
Emergency Services Coordination

· Build and maintain positive relationships with volunteer fire services, police services, hospitals, health agencies, ambulatory services and other organizations and community groups to ensure effective emergency services are provided across Region of Queens Municipality.
· Provide expertise and advice to fire departments on certification standards, legislation and best practices. Coordinate meetings, manage agreements and recommend improvements to fire services.
· Evaluate fire department safety programs and practices, including training programs to ensure they meet standards and best practices.
· Collaborate with fire departments to develop long-term budgets, capital plans and standardized operating procedures. Facilitate regional initiatives to include multi-department training.


	20%

	
Emergency Management

· Build and maintain positive relationships with emergency service providers, key participants and other public and private sector organizations to ensure effective emergency service systems and protection are available to the public.
· Coordinate the planning, development and evaluation of Region of Queens Municipality’s emergency response and preparedness programs, ensuring readiness for potential emergencies.
· Serve as the primary liaison between Region of Queens Municipality and external emergency service providers, including hospitals, ambulatory systems and ground search and rescue teams, to ensure seamless coordination during emergencies.
· In the event of an emergency requiring the activation of the Emergency Operations Centre (EOC), support the EOC by assuming designated roles and responsibilities.
· Chair the Municipal Emergency Management Planning Committee and coordinate regular emergency management training and exercises for Municipal staff and emergency partners.

	







15%



*Note: All activities are expected to be performed in a safe manner, in accordance with the Occupational Health and Safety Act and its Regulations, along with Corporate Safety policies, procedures and programs. In addition, all necessary personal protective equipment must be used and maintained in good condition.



	QUALIFICATIONS 
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Education (degree/diploma/certifications):
· A diploma or degree in a related field (e.g. Occupational Health, Environmental Science, Emergency Management, Business Administration, etc.)
· Emergency Operations Management Certification is considered an asset
Experience:
· Minimum of 3 years of experience in public safety, health and safety, emergency management, or a related field
· Experience in coordinating emergency response plans and working with emergency services
· Experience in a leadership or supervisory role within a public safety or emergency services environment

Knowledge/Skill/Ability:
· Strong understanding of emergency management principles, including incident command systems, disaster response and recovery operations
· Knowledge of relevant municipal, provincial and federal regulations and standards related to public safety and emergency management
· Excellent communication and interpersonal skills with the ability to work collaboratively with various supporters, including emergency services, government agencies and the public
· Strong organizational and project management skills, including the ability to manage multiple priorities and respond to emergencies effectively
· Problem-solving and decision-making abilities in high-pressure situations
· Proficiency in using emergency management software and tools
· Ability to develop and deliver training programs related to public safety and emergency response
· Ability to maintain confidentiality and handle sensitive information with discretion
· Strong leadership skills, including the ability to lead a team during emergency situations and coordinate efforts across various departments and agencies


	WORK CONDITIONS 
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Work Demands
This position spends approximately:
· [90]% of the time indoors
· [5]% of the time outdoors
· [5]% of the time driving a vehicle during work
Physical effort:
· Light physical activity during events
· Standing/walking for extended periods
· Occasional lifting of equipment or materials
· Occasional offsite site visits
· Occasional travel within the Municipality
Mental effort:
· Complex problem solving
· High concentration during emergency situations
· Analyzing complex safety data and regulations
· Managing multiple tasks and priorities simultaneously
Hours of work:
· 35 hours per week, typically Monday to Friday 8:30 am – 4: 30 pm with a one-hour unpaid lunch and the ability to work some evenings and weekends based on operational need
	Work Location:
	 

	
	☒ On-site
	(100% of work performed on-site)

	 
	☐ Hybrid
	(Combination of on-site and remote work)

	
	☐ Mostly Remote
	(Most time spent working remotely with limited time spent in the office)



Note: Mostly remote positions are required to attend regularly scheduled team meetings, training, and collaboration opportunities on-site. Appropriate notice will be provided.
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Independent Decision Making:
· Prioritizing emergency responses
· Implementing safety protocols
· Managing public safety communications
Financials and Budget:
· Tracking project, service and program budgets
· Managing budgets for safety initiatives
· Approving expenditures for safety equipment within budget
Confidential Information:
· Handling sensitive safety and emergency plans
· Protecting sensitive operational information
· Maintaining confidentiality of public safety data
· Protecting employee, staff, citizens and visitors’ personal information
Creativity and Ingenuity:
· Developing innovative public safety programs
· Designing engaging community safety campaigns
Leadership, Supervision and Functional Advice
Employees this role manages or supervises:
· Not Applicable
Functional advice this role may provide and to whom it is provided:
· Provides information and expertise related to occupational health and safety matters, emergency preparedness and other safety-related matters on behalf of Region of Queens Municipality.
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	Position Title:
Protective Services Coordinator

	Division:


	Department:
Administration

	Classification: 

	Positions Supervised Directly: 
N/A

	Reports to (Direct):
Deputy Chief Administrative Officer

	Salary Grade: 
6

	Positions Supervised Indirectly: 
N/A

	Hours per week: 
35 hours per week, 8:30 am – 4: 30 pm with a one-hour unpaid lunch Monday to Friday with the ability to work some evenings and weekends based on operational need
	Work Location:
Administrative office

	Effective Date: 
September 8, 2024
	  Revision Date:

  December 2, 2025





 Organizational Chart
The reporting relationship of this position to others within the immediate department.
Chief Administrative Officer
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Deputy Chief Administrative Officer
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Protective Services Coordinator
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POSITION SYNOPSIS AND PURPOSE

(A position overview and how it aligns with corporate strategies)
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ACCOUNTABILITY AND INITIATIVE
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POSITION CLASSIFICATION

(Where this position fits)
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