
ASSISTANT TO COMMISSIONER (EMERGENCY SERVICES) 
 
 

DISTINGUISHING FEATURES OF THE CLASS:  Under the direct supervision of the 
Commissioner of Emergency Services, an incumbent of this class is responsible for facilitating 
the implementation of new initiatives, as well as assisting in the enhancement of existing 
operations and programs; ensuring the goals and objectives set forth by the Commissioner are 
effectively carried out. While an incumbent may not possess specific operational or programmatic 
experience in the department, including the Communications, Emergency Management, Fire and 
EMS divisions, this position will work with designated directors, managers and program staff, as 
directed, to oversee various assigned tasks and projects to ensure the Commissioner’s goals are 
achieved, and to convey the status of initiatives and programs to the Commissioner. Frequent 
and extensive contact is maintained with local partners, including municipalities, business, along 
with other stakeholders to ensure the appropriate and effective communications and coordination 
of services or to share the enhancement of existing services and programs. Does related work as 
required. 
 
EXAMPLES OF WORK: (Illustrative Only) 
 
Consults with the Commissioner and/or senior leadership on a regular, ongoing basis on 
numerous topics related to all operational and programmatic facets of the department to facilitate 
the implementation of new initiatives, or to enhance existing operations within specific divisions 
to ensure the achievement of departmental goals and objectives; 
 
Works with directors, managers, programmatic staff, municipalities, state and federal partners 
and other stakeholders as needed, in implementing new initiatives or in the enhancement of 
existing operations and services to assist in the pursuit of goals and objectives set forth by the 
Commissioner and the Office of the County Executive; 
 
Works with municipalities and partners on behalf of the Emergency Management division on 
relevant projects such as Hazard Mitigation, Comprehensive Emergency Management Plans, 
Continuity of Operations Plan, Emergency Operations Center Activations, etc. 
 
During Emergency Operations Center activations, supports the operations as needed; 
 
Updates event management systems and other databases as directed;  
 
Assists with public relations campaigns and promotions and works with other involved County 
departments, municipalities, businesses and other stakeholders to rely important information and 
coordinate efforts within the department; 
 
Provides extensive liaison to municipalities, community stakeholders, and the public to answer 
questions and assist in coordinating Inter-Municipal Agreements and contracts; works with staff 
throughout the department to gather information to enable effective communication between the 
department and these agencies, and the public;  
 
Works cooperatively with department leadership and team members assigned to public outreach 
and messaging to enhance messaging campaigns such as social media; 
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EXAMPLES OF WORK: (Illustrative Only) (Cont’d) 
 
Works with constituents and other parties, as necessary, to support collaborative communications 
or in providing topic specific information; prepares recommendations for problem resolution to the 
Commissioner to include all essential information so that all aspects associated with the matter 
are presented; forwards escalating disputes to the appropriate staff as needed; 
 
Assists with federal, state and other grant opportunities, research and proposals along with 
assisting in the preparation of grant documents, as assigned; 
 
Assists in capturing various divisional activities such as training exercises, meetings, Emergency 
Operation Center activations by taking photographs, data and collecting other documents, as 
assigned; 
 
Performs research on a variety of topics relating to departmental operations and programming by 
contacting and soliciting information from other areas, including federal, state and local agencies; 
uses survey tools such as Survey Monkey in developing questionnaires, data processing and 
analysis; 
 
Documents and preserves institutional knowledge of how Westchester County government 
department and employees responded to the COVID-19 pandemic; through the compilation of 
personal stories, photographs, official documentation and other materials; ensuring this critical 
moment is preserved for future generations; 
 
Attends various departmental meetings to gather and distribute notes and documents at meetings 
and other events;  
 
Briefs the Commissioner on departmental issues, concerns, customer feedback, and other 
operational matters of which he/she should be aware; 
 
Attends meetings and conferences, as assigned; takes notes, document meeting information and 
professionally represent the department; 
 
May attend managerial meetings in the divisions as requested by the Commissioner; 
 
Uses automated systems or other computer applications such as word processing, calendar, 
email and database software in performing work assignments; 
 
May perform other incidental tasks, as needed. 
 
 
FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES: Thorough 
knowledge of effective organization and management principles and practices; thorough 
knowledge of the techniques and methods used in administrative analysis; good knowledge of 
the department organization, policies, procedures and objectives; good knowledge of the 
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FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES: (cont’d) 
department automated and manual procedures and the application of the systems approach to 
improving information requirements; good knowledge of the principles and practices of accounting 
and budget preparation and analysis; ability to identify, recognize and develop solutions to 
management and organizational problems; ability to support recommendations both verbally and 
in writing to supervisory and affected program staff; ability to define program needs to Information 
Technology professionals; ability to gather and analyze data and draw conclusions; ability to 
supervise the work of others; ability to prepare detailed written reports and procedures; ability to 
comprehend and carry out written and oral instructions; ability to effectively use computer 
applications such as spreadsheets, word processing, calendar, e-mail and database software; 
ability to read, write, speak, understand, and communicate in English sufficiently to perform the 
essential duties of the position; initiative; resourcefulness; good judgment; physical condition 
commensurate with the demands of the position. 
 
MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE:  Possession of a High School or 
equivalency diploma and six years of experience in legislative affairs, governmental liaising, public 
administration, public affairs or public relations, one year of which included matters relating to 
emergency services. 
 
SUBSTITUTIONS: Experience holding public office at the local, state or federal level may 
substitute on a year for year basis for the experience. Satisfactory completion of 30 credits* 
towards an Associate’s or Bachelor’s Degree* may be substituted on a year for year basis up to 
four years of experience. There is no substitution for the one year of related experience. 
 
SPECIAL REQUIREMENT: Possess and maintain a valid license to operate a motor vehicle in 
the State of New York. 
 
*SPECIAL NOTE: Education beyond the secondary level must be from an institution recognized 
or accredited by the Board of Regents of the New York State Department of Education as a post- 
secondary, degree-granting institution. 
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