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RECRUITMENT AND RETENTION OFFICER 

 

GENERAL DEFINITION OF WORK:   

Performs intermediate technical and administrative work coordinating and developing innovative and current 

approaches to the recruitment and retention of fire and EMS personnel; does related work as required.  Work is 

performed under the limited supervision of the Fire Chief. 

 

ESSENTIAL FUNCTIONS/TYPICAL TASKS: 

Recruiting and retaining fire and EMS personnel; developing and monitoring recruitment and retention 

programs; coordinating and implementing special recruitment events and projects; preparing and maintaining 

records and files.  
(These are intended only as illustrations of the various types of work performed. The omission of specific duties 

does not exclude them from the position if the work is similar, related, or a logical assignment to the position.) 

 Develops and coordinates educational programs and curriculum designed to establish, reinforce, and increase 

community volunteerism behaviors and attitudes as it relates to the Fire and EMS Services. 

 Coordinates work with the Recruitment and Retention Committee to process new recruit applications; assists 

with and/or provides orientation training for new recruits. 

 Prepares, designs, and updates information on the Department’s website. 

 Presents recruitment and retention programs to both private and public groups including educational 

institutions, civic and religious groups, the elderly, and other special interest groups. 

 Prepares a quality retention program that addresses the needs of the diverse groups within the Department of 

Fire and Rescue. 

 Monitors programs and tracks data related to recruitment and retention of volunteers. 

 Maintains a current understanding of innovative approaches to recruit and retain volunteers. 

 Recommends and assists in the preparation of the department budget for supplies and equipment. 

 Researches, prepares, and solicits grant funding related to fire and EMS recruitment and retention. 

 Promotes and presents a positive, professional image of the Department of Fire and Rescue and the County of 

Shenandoah. 

 Performs related tasks as required. 

 

KNOWLEDGE, SKILLS AND ABILITIES: 

Thorough knowledge of the rules, policies and procedures including, but not limited to, the County of Shenandoah 

Employee Handbook and Standard Operating Guidelines and Procedures of the Department of Fire and Rescue; 

general knowledge of emergency medical services and fire suppression administration, practices and procedures; 

general knowledge of laws and regulations pertaining to emergency response services; general knowledge of federal 

and state programs and related grant applications; general knowledge of learning theory and educational methods; 

general knowledge of media principles and practices; general knowledge of audio/visual presentation equipment; some 

knowledge of the principles and practices of human resources administration including recruitment and retention 

programs; ability to plan effective recruitment and retention programs; ability to lead and motivate personnel and the 

community in program activities; ability to read and comprehend information and technical data related to the field of 

community volunteerism, marketing and fire/rescue service issues; ability to gather and analyze facts on a variety of 

subject matter and to assemble reports; ability to promote public awareness of program activities; ability to work well 

in a progressive, team-oriented environment; ability to provide excellent service to the community; ability to express 

ideas effectively, both orally and in writing; ability to establish and maintain effective working relationships with 

volunteer fire/rescue staff, medical agencies, community organizations, associates and the general public. 
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EDUCATION AND EXPERIENCE: 

 

 

Any combination of education and experience equivalent to graduation from high school and moderate experience in 

the recruitment of fire and rescue personnel.  

 

PHYSICAL REQUIREMENTS: 
This is light work requiring the exertion of up to 20 pounds of force occasionally, up to 10 pounds of force frequently, 

and a negligible amount of force constantly to move objects; work requires climbing, stooping, kneeling, crouching, 

reaching, standing, walking, pushing, pulling, grasping, and repetitive motions; vocal communication is required for 

expressing or exchanging ideas by means of the spoken word; hearing is required to perceive information at normal 

spoken word levels; visual acuity is required for preparing and analyzing written or computer data, operation of 

machines, operation of motor vehicles or equipment, determining the accuracy and thoroughness of work, and 

observing general surroundings and activities; the worker is subject to inside and outside environmental conditions, 

noise, and atmospheric conditions. 

 

SPECIAL REQUIREMENTS: 

Possession of an appropriate driver's license valid in the Commonwealth of Virginia. Ability to obtain a minimum of 12 

hours of training per calendar year in the field of fire and rescue recruitment and retention. 
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