
  

 
 

       JOB DESCRIPTION 

 

Position:  Deputy Chief of Fire, Prevention and Training 

Department:  Fire Services 

Reports to:  Fire Chief 

 

Position Summary:   

Under the authority of the Fire Chief, the Deputy Chief of Fire, Prevention and Training 

will be responsible for the day-to-day operational management/administration of any 

required Fire Inspections across the Municipality of Strathroy-Caradoc. This position is 

responsible for enforcing the Ontario Fire Code and other Regulations under the Fire 

Protection and Prevention Act, 1997 by conducting both public fire safety education and 

fire prevention inspections of all classes of buildings and occupancies. As the Deputy 

Chief, this position shall be responsible for the coordination and oversight of all NFPA 

standardized curriculums as prescribed by the Province for Fire Service Personnel. This 

position may assume the roles and responsibilities of the Fire Chief in his/her absence.  

Goal Statement: 

As a member of the Municipal team, each employee is responsible for serving the 

citizens of Strathroy-Caradoc by meeting the ratepayers’ needs and expectations, as 

articulated by Council, by striving to be the best in everything we do through attitude, 

training and creativity, and for representing the Municipality as a strong, integrated 

organization dedicated to quality, sustainable and viable services. 

Primary Duties: 

Fire Prevention and Inspection (50%) 

 Act as an assistant to the Fire Marshal under the provisions of the Fire 

Protection Act and all other related legislation; 

 Conduct inspections according to the Ontario Fire Marshall directives and 

procedures in all classes of buildings and occupancies; 

 Document findings, issue orders and lay charges to improve fire safety in 

buildings 

and premises based upon Municipal by-laws, Provincial Fire Code, Statutes 

and Regulations, etc; 

 Participate in prosecutions for non-compliance as needed; 

 Prepare and maintain detailed reports, records, statistics and correspondence 

related to fire safety and prevention, inspections, etc; 

 

 



  

 

 

 Conduct fire cause investigations as directed. 

Training (40%) 

 Responsible for the development, coordination, scheduling of all training, 

including the delivery of NFPA Standardized Curriculum Courses;  

 Development of individualized annual training plans for each station to be 

delivered at local training nights by qualified instructors;  

 Monitor and evaluate the impact of training to ensure training meets standards 

and is consistent with department core services as prescribed within the 

Establishing and Regulating By-Law; 

 Evaluate the training programs to ensure that the training continues to be 

effective, efficient and progressive; 

 Manage and monitor department participation in NFPA;   

 Maintain accurate training records on all fire department personnel in a secure 

manner.  

General Administration and Oversight (10%) 

 In the absence of the Fire Chief, assume overall responsibilities of the 

Department; 

 Assist the Fire Chief with the overall organization, coordination, and operational 

direction of the department; 

 Assist the Fire Chief with developing and monitoring departmental policies, 

Standard Operating Procedures/Guidelines and standards that guide and direct 

the activities within the Department, and ensure full compliance with legislative 

and regulatory requirements to reduce corporate liabilities and mitigate risk; 

 Other related duties as may be assigned. 

Responsibilities: 

 Inspect properties including those that store, handle, and use hazardous 

materials to ensure compliance with laws, codes, ordinances, regulations and 

standards; 

 Make field determinations of compliance with fire codes, laws, ordinances, 

regulations and standards;  

 Write detailed reports of fire code violations observed in each inspected 

occupancy;     

 Conducts fire code compliance follow-ups to ensure corrective action has 

been taken;  

 Assist citizens and other agency personnel with code interpretations and 

information; 

 Investigate and interviews persons with complaints and assists in the  



  

 

 

resolutions of citizen complaints regarding fire code violations;   

 Document efforts to bring property owners into compliance with fire codes; 

 Perform plan reviews as provided by the Municipality of Strathroy-Caradoc 

Building Department;  

 Prepare case file for prosecution of fire code violations, including swearing of 

information, completion of summons and prosecution briefs;  

 Provide court testimony regarding fire code violations;                

 Assist in the development of fire safety plans;                    

 Perform fire scene investigations to determine origin and cause, including 

collection of evidence, taking and logging scene photographs and writing 

detail investigation reports; 

 Act as Assistant to the Fire Marshall and work in compliance with the Fire 

Protection and Prevention Act, 1997; 

 Achieve and maintain authority having Jurisdiction status with Natural 

Resources Canada for Fireworks and Pyrotechnics; 

 Willing to enrol in and successfully complete the Ontario Fire Marshal’s Fire 

Prevention Officer Certification program and other courses as deemed 

necessary by the Fire Chief; 

 Provide reports of activities to the Fire Chief for record keeping; 

 Meet regularly with Fire Chief. 

Working Conditions: 

This position may be exposed to outdoor weather conditions and diverse 

environments as well as unfavorable conditions such as noise, dirt, odours, physical 

hazards and/or health and safety risks. 

 

Qualifications:  

Minimum Qualifications: 

 NFPA 1031 Fire Inspector I or equivalent (Able to attain Level II) 

 NFPA 1035 Public Fire & Life Safety Education l or equivalent (Able to attain 

Level II) 

 NFPA 1021 Fire Officer I or equivalent (Able to attain Level IV) 

 NFPA 1041 Fire Instructor I or equivalent (Able to attain Level II) 

 Able to attain Fire Investigator NFPA 1033 

 Thorough knowledge of all Codes, Acts, By-laws and Legislation pertaining to 

 Fire Prevention 

 5 year’s progressive related experience in a fire service 

 Excellent interpersonal, public relations, communications and teamwork skills are 

essential 



  

 

 

 Ability to work independently and possess excellent problem solving abilities 

 Must possess and maintain a valid Class “DZ” driver’s licence (or be able to 

attain in a reasonable period of time) with an acceptable driving record 

 Provide and maintain a satisfactory Criminal Records Check prior to starting 

employment 

 Must possess a valid First Aid/CPR certification 

 Knowledge of computers and relevant software (MS Office, FirePro2, etc.) 

Asset: 

 Post-Secondary Diploma in Fire Protection or related field 

 Qualifications as an Inspector for Fire Protection, through the Ministry of 

Municipal Affairs and Housing 

 Fire scene investigation experience is an asset (CFEI, NFPA or equivalent)  

 Knowledge of conducting property inspections, reading blueprints, installation 

guides, construction plans and specifications 

 

 

PREPARED BY:  Doug Payne   Human Resources Manager           

 

APPROVED BY:  Greg McClinchey  Chief Administrative Officer 

 

UPDATED:   September 2019  SUPERSEDES DATE:  N/A 


