
City of Yukon - Management Pay Plan 

Emergency Management/Insurance Coordinator 
Job Description 

 
    

Exempt:   No 

Department:  Emergency Management 

Reports To:   City Manager/Assistant City Manager 

Location:   EOC – Police Department 

Date Prepared: May 31, 2012 

Date Revised:  June 21,2016 

 

GENERAL DESCRIPTION OF POSITION 
This position serves as the City's liaison on emergency preparedness issues, coordinate 
training programs and emergency operations drills, assist departments with their emergency 
and mitigation plans, and administer the submittal process for Federal and State reimbursement 
claims for the City's costs during emergency operations. The Emergency Management 
Coordinator reports to the City Manager and works only under the most general supervision and 
will assist the Administration on all other projects assigned. Work is evaluated primarily on the 
basis of results achieved, including rating received during preparedness exercises.  This 
position will also oversee and maintain all property and casualty insurance for the City.  This 
position will have a large presence in the Main Street program; marketing, meeting with 
downtown merchants, organizing, budgeting and coordinating downtown events. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
1. Provides staff support to the City Manager Office to coordinate actual or potential emergency 
preparedness or response efforts. 
 
2. Serves as the City's liaison on emergency preparedness issues with the United States 
Federal Emergency Management Agency, the State of Oklahoma Division of Emergency 
Management, Ottawa County Department of Emergency Management, and other local 
municipalities as necessary. 
 
3. Coordinates training programs and emergency operations drills to prepare City department 
staff and volunteers to respond quickly and effectively to emergencies. 
 
4. Develops cost estimates and budget projections. 
 
5. Writes letters, memos, City Council Reports, Damage Reports, and other administrative 
reports as necessary. 
 
6. Prepare annual department budget and administer the expenditures accordingly. 
 
7. Advises departments on their emergency plans, also coordinates interdepartmental response 
activities. 
 
8. Administers the process for submitting federal and state reimbursement claims for City's 
costs during and after emergency operations. 
 
9. Represents the City on various internal and external task forces and committees. 



 
10. Reviews state and federal proposed legislation and provides recommendations. 
 
11. Directs and supervises the Emergency Preparedness volunteer programs. 
 
12. Assist with demolition of buildings and property maintenance program. 
 
13. Demonstrates continuous effort to improve operations, decrease turnaround times, 
streamline work processes, and work cooperatively and jointly to provide quality seamless 
customer service. 
 
14. Assist City Manager with project development and management. 
 
15. Represent the City at meetings with government officials, agencies, and community groups. 
 
16. Maintain and Process all Property and Casualty insurance and claims for all City property 
and equipment. 
 
17. Work directly with Main Street merchants and City staff to market, organize and coordinate 
special events.  Must be able to prepare a budget and work within that budget. 
 
18. Perform any other related duties as required or assigned. 
 
QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential duty 
mentioned satisfactorily.  The requirements listed below are representative of the knowledge, 
skill, and/or ability required. 
 
EDUCATION AND EXPERIENCE 
Broad knowledge of such fields as accounting, marketing, business administration, finance, etc. 
Equivalent to a four year college degree, plus 7 years related experience and/or training, and 5 
years related management experience, or equivalent combination of education and experience. 
 
COMMUNICATION SKILLS 
Ability to write reports, business correspondence, and policy/procedure manuals;  Ability to 
effectively present information and respond to questions from groups of managers, clients, 
customers, and the general public. Ability to read, analyze, and understand common scientific 
and technical journals, financial reports, and legal documents; Ability to respond to complex or 
difficult inquiries or complaints from customers, regulatory agencies, or members of the 
business community. 
 
MATHEMATICAL SKILLS 
Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, 
percentages, area, circumference, and volume. Ability to apply concepts such as fractions, 
ratios, and proportions to practical situations. 
 
CRITICAL THINKING SKILLS 
Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to 
interpret an extensive variety of technical instructions in mathematical or diagram form and deal 
with several abstract and concrete variables. 
 
 



REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS 
Not indicated. 
 
PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS 
Not indicated. 
 
SOFTWARE SKILLS REQUIRED 
Intermediate: Database 
Basic: Alphanumeric Data Entry, Contact Management, Spreadsheet, Word Processing/Typing 
 
 
INITIATIVE AND INGENUITY 

SUPERVISION RECEIVED 
Under administrative direction, setting up own standard of performance. Virtually self-
supervising. Reports to senior management of the organization. 
 
PLANNING 
Considerable responsibility with regard to general assignments in planning time, method, 
manner, and/or sequence of performance of own work, in addition, the work operations of a 
group of employees, all performing basically the same type of work. 
 
DECISION MAKING 
Performs work operations which permit frequent opportunity for decision-making of minor 
importance and also frequent opportunity for decision-making of major importance, either of 
which would affect the work operations of small organizational component and the 
organization's clientele. 

 
MENTAL DEMAND 
Highly intense mental demand. Continual involvement with strategic and operational 
management functions which relate to both the short-term and long-term time periods. 
 
ANALYTICAL ABILITY / PROBLEM SOLVING 
Oversight. Activities covered by expansive policies and objectives, and oversight as to 
execution and review. High order of analytical, interpretative, and constructive thinking in varied 
situations covering multiple areas of the organization. 
 
RESPONSIBILITY FOR WORK OF OTHERS 
Carries out supervisory responsibilities in accordance with the organization's policies and 
applicable laws.  Responsibilities may include but not limited to interviewing, hiring and training 
employees; planning, assigning and directing work; appraising performance, rewarding and 
disciplining employees; addressing complaints and resolving problems. 
 
May supervise a small group (1-3) of employees in the same or lower classification. May assign 
and check work; assist and instruct as required, but performs same work as those supervised, 
or closely related work, most of the time. Content of the work supervised is of a non-technical 
nature and does not vary in complexity to any great degree. 
 
Supervises the following departments: Emergency Management 
 
 
 

 



RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT 
Occasionally responsible for organization's property where carelessness, error, or 
misappropriation would result in moderate damage or moderate monetary loss to the 
organization. The total value for the above would range from $150,000 to $1,000,000. 
 

ACCURACY 
Probable errors would normally not be detected in succeeding operations and may have serious 
effects in relationships with patrons and/or with the operations of other segments of the 
organization. Frequent possibilities of error would exist at all times, since the above mentioned 
areas are inherent in the job. 
 
ACCOUNTABILITY 

 

FREEDOM TO ACT 
Oversight. High level of freedom to complete the duties of the position and guided by broad 
policy with oversight by president, elected official, etc 
 
ANNUAL MONETARY IMPACT 
The amount of annual dollars generated based on the job's essential duties / responsibilities. 
Examples would include direct dollar generation, departmental budget, proper handling of 
organization funds, expense control, savings from new techniques or reduction in 
manpower. 

 
Very small. Job creates a monetary impact for the organization up to an annual level of 
$100,000. 

 
IMPACT ON END RESULTS 
Major impact. Job has a considerable impact on the organization's end results. A high level 
of accountability to generate, manage, and/or control funds within a department and/or total 
organization. 
 

PUBLIC CONTACT 
Extensive contacts with various diversified sectors of the public environment; wherein, the 
contacts are of extreme importance and failure to exercise proper judgment can lead to 
substantial losses to the organization. 
 
EMPLOYEE CONTACT 
Continuous contacts frequently involving difficult negotiations which require a well-developed 
sense of strategy and timing. Involves contacts with senior level internal officials. 
 

USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS 
Regular use of highly complex machines and equipment; specialized or advanced software 
programs. 
 
WORKING CONDITIONS 
Outside working environment, wherein there are disagreeable working conditions part of the 
time. 
 
 

 

 

 



ENVIRONMENTAL CONDITIONS 
The following work environment characteristics described here are representative of those an 
employee encounters while performing essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
While performing the functions of this job, the employee is occasionally exposed to work in high, 
precarious places, fumes or airborne particles, toxic or caustic chemicals, outdoor weather 
conditions.The noise level in the work environment is usually moderate. 
 
PHYSICAL ACTIVITIES 
The following physical activities described here are representative of those that must be met by 
an employee to successfully perform the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions and expectations. 
 
Moderate diversity, low physical. Work activities which allow for a moderate amount of diversity 
in the performance of tasks which are not as varied as those positions with high-level diversity 
and decision-making. 
 
While performing the functions of this job, the employee is regularly required to talk or hear; and 
frequently required to stand, walk, sit, use hands to finger, handle, or feel; occasionally required 
to reach with hands and arms, climb or balance, stoop, kneel, crouch, or crawl, taste or smell. 
The employee must occasionally lift and/or move up to 100 pounds; frequently lift and/or move 
up to 50 pounds. Specific vision abilities required by this job include close vision; distance 
vision; color vision; peripheral vision; depth perception; and ability to adjust focus.  
 
ADDITIONAL INFORMATION 
Not indicated. 
 
 
 


