Municipal Services Assistant Coordinator
The Municipal Services Coordinator performs a variety of administrative, technical, and coordination duties in support of city operations. This position coordinates grant opportunities and administration, assists with Public Works, Fire, EMS, and EM departmental programs, provides administrative support to city departments, and supports the Mayor and other city personnel. The position requires strong organizational skills, knowledge of fire, EMS, and EM operations, attention to detail, public interaction, and the ability to manage multiple projects and priorities simultaneously.
Essential Duties and Responsibilities
Grant Coordination and Administration
· Research, identify, and monitor local, state, federal, and private grant opportunities (Focusing on Water, Roads, Fire, EMS, EM, PTR, etc.).
· Assist departments in developing grant applications and supporting documentation.
· Coordinate grant compliance, reporting, recordkeeping, and reimbursement requests.
· Track grant deadlines, project milestones, and funding requirements.
· Serve as liaison with funding agencies and partner organizations.
Fire, EMS and EM Support
· Primarily seek out, apply for, and manage available GRANTS for Woodland Hills City.
· Provide administrative support for Fire, EMS, and EM operations.
· Coordinate and help develop a Wildland EMS program.
· Coordinate with the seasonal wildland crew and assist with State wildland contracts, reimbursements, and tracking.
· Assist with budget preparation, purchasing, and inventory tracking for the city.
· Coordinate training records, certifications, and department reporting requirements.
· Maintain department records in compliance with applicable regulations and policies.
Administrative Support Services
· Support other city personnel during times of high-volume work.
· Coordinate special projects and initiatives assigned by city staff.
· Attend meetings, trainings, and community events as required.
· Perform other related duties as assigned.
Knowledge, Skills, and Abilities
· Knowledge of municipal government operations.
· Ability to organize and manage multiple tasks simultaneously.
· Ability to prepare clear and accurate reports, correspondence, and records.
· Strong customer service and public relations skills.
· Ability to maintain confidential information.
· Proficiency in Microsoft Office and other applicable software.
· Strong verbal and written communication skills.
· Ability to establish effective working relationships with elected officials, staff, volunteers, community organizations, and the public.
· Be able to commit to consistent weekly working hours
Minimum Qualifications
Education and Experience
· At least two (2) years of progressively responsible administrative or municipal government experience 
OR
· Any equivalent combination of education and experience that provides the required knowledge, skills, and abilities.
· Be licensed in the State of Utah as an Advanced EMT. 
Preferred Qualifications
· Ability to deploy for up to two weeks on a wildland EMS assignment.  
· Experience developing and tracking programs.
· Experience supporting Fire, EMS, or emergency management operations.
· Training on GRAMA governmental compliance 
Physical Requirements
· Work may be performed in an office environment or wildland fire environment.
· Frequent use of computers and standard office equipment.
· Ability to pass a wildland pack test (3 miles in 45 minutes with a 45 lb pack).
· Occasional attendance at meetings, training events, and emergency-related activities outside normal working hours.
Supervision Received
Works under the general supervision and management of the Community Development Director and Mayor. This position will start with a 6-month trial period.
This is a non-benefit position
- Pay: $17.00 - $23.00 per hour
- Expected hours: 14-19 hours per week during normal business hours. 

To apply, please submit a cover letter and resume to recorder@woodlandhills-ut.gov. 

Disclaimer: 
Woodland Hills City is an equal opportunity employer without regard to race, religion, sex, pregnancy, genetic information, age, national origin, color, sexual orientation, gender identity, citizenship, disability, veteran or military status, or any other factor protected by the law. Reasonable accommodations may be made for otherwise qualified individuals who require and request such accommodation.

The intent of this job description is to provide a representative summary of the responsibilities and duties performed on the job. It is not intended to be an exhaustive list of all job-related duties and responsibilities that an employee may perform. An employee in this position will be required to perform any other job-related duties required by their supervisor. 

