
MENOMINEE COUNTY, WISCONSIN 

Job Description 

Position Title: Department: Division/Section: 

Emergency Management Director Emergency Management N/A 

Classification: Wage/Salary: Supervisor: 

Full-Time; Exempt 
Negotiable; total wage not to 
exceed $56,779 

Administrative Coordinator 

Supervision Exercised: Posting Date: Deadline Date to Apply: 

None Tuesday, December 2, 2025 Friday, December 12, 2025 

Position Summary: 

This position coordinates and facilitates a full range of emergency management activities in the 
event of man-made or natural disasters; coordinates the development of emergency preparedness 
plans for multi-jurisdictional and multi-departmental implementation; and ensures that the County 
meets all requirements as set forth in Chapter 323 of WI State Statutes. 

 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 

• Prepare for, respond to and recover from all manmade and natural disasters. 

• Plan for continuation of government in the event of said disasters. 

• Plan for preservation of essential public records to include restoration of said records. 

• Responsible for planning, training and exercising all aspects of emergency response. 

• Responsible for activation of mobile command center, emergency operating center and all public 
shelters. 

• Coordinate all Emergency Planning and Community Right-To-Know Act (EPCRA) related functions 
for the County, including reporting. 

• Prepare annual plan of work, amend basic response plan as needed and submit annual report is 
required by state division of Emergency Management. 

• Attend various department, community, regional, and state meetings as appropriate, and attend 
all training necessary to maintain certification. 

• Plan and convene all Local Emergency Planning Committee (LEPC) meetings. 

• Plans, directs, and controls the department’s annual budget, and timely submits required reports 
to all funding agencies. 

• Maintain complete and accurate inventory of all equipment and supplies. 

• Responsible for coordinating tornado awareness drills, fire drills, and all other training drills and 
campaigns per state emergency management. 

• Responds to after-hours and weekend emergencies as appropriate.  

• Contributes to the team effort by performing related duties as necessary or as assigned. 

MINIMUM QUALIFICATIONS: The ideal candidate will possess an associate degree or a minimum 
of sixty (60) college credits; must obtain certification of Emergency Management within one year of 
hire; Incident Command training IS 100, 200, 700, and 800 preferred; two years’ experience in an 
administrative or planning capacity preferred; must possess a valid Wisconsin Driver’s License.  The 
County may consider candidates possessing a combination of education and experience in lieu of the 
stated qualifications above. 
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KNOWLEDGE, SKILLS AND ABILITIES:  

• Special Requirements. Must possess a personal mobile and/or home phone.   

• Physical Demands. This position is frequently required to sit, stand, crouch, kneel, talk, hear, and 
use hands to manipulate telephones, cell phones, servers, desktops, laptops, photocopy machines, 
or other information technology and office equipment, and to install cables and various devices.  
Must be able to lift 20 pounds.  Must be able to drive a vehicle. 

• Work Environment. This position works in a private office, which is generally quiet, with frequent 
interruptions from customers, visitors, and telephone calls.   

• Language Skills. This position requires superior writing skills, and the ability to compose a variety 
of complex and sophisticated professional documents, assessments, and reports. Must be able to 
effectively present information in one-on-one, small, and large group situations.   

• Mathematical Skills. Ability to add, subtract, multiply, and divide in all units of measure, using 
whole numbers, common fractions, and decimals.  Ability to compute rate, ratio, and percentages.  

• Reasoning Ability. Requires the ability to work with minimal supervision and to prioritize and follow 
through tasks in a fast-paced and stressful environment focusing on customer service, information 
technology, and project management.  Ability to establish good working relationships with others 
and to work effectively and collaboratively with a diverse array of professional disciplines and 
personalities, maintaining a high level of professionalism at all times.  Requires a solution-oriented 
approach and the ability to generate creative helpful solutions to problems.  Skill in conflict 
resolution and delegation.  Ability to cope with deadlines and to successfully adapt to changes.     

PERCENTAGE OF TIME DEVOTED TO PERFORMING DUTIES: These are estimates only: 30% 
to performing Emergency Management Administration; 15% to performing EPCRA Administration; 
40% to Planning and Preparedness Activities; 10% to Training and Exercises; and 5% to Response 
and Recovery.    

BENEFITS: To see a summary of Menominee County’s benefits, visit Menominee County’s website at 
www.co.menominee.wi.us and click on the “Career Opportunities” tab appearing in the left margin of 
the home page. 

BACKGROUND CHECK/PRE-EMPLOYMENT DRUG TEST. Applicants selected for an interview 
must submit to, and must pass, a criminal background check and motor vehicle records check.  Must 
have no felony convictions or outstanding warrants given the position’s access to law enforcement 
information systems. An offer of employment will be conditioned upon the applicant successfully 
passing a pre-employment drug test. 

APPLICATION PROCESS: A complete application includes: 
• Completely filled out and signed Menominee County Employment Application (available in the 

Administrative Coordinator Assistant’s Office or online at www.co.menominee.wi.us); and 
• Current resume; and 
• Copy of high school (or GED) or college diploma; and 
• Copy of valid Wisconsin driver’s license; and 
• Copy of auto insurance providing a minimum of liability coverage. 

Unsigned or incomplete applications, and applications not including all of the information listed above, 
will be screened out. 

 

Menominee County is an equal opportunity employer.  In compliance with the Americans with Disabilities Act, the 
County will provide reasonable accommodations to qualified individuals with disabilities and encourage both prospective 
employees and incumbents to discuss potential accommodations with the employer. 
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