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Job Title:   Emergency Manager 

         
Department:  TPS Campus Police 
Reports To:       Police Chief 
Grade:   BG-08 
Number of Days: 12 Months 
Security Access: All facilities 
Overtime Status:   Exempt 
Last Revised Date: October 31, 2016 
 

 
Mission and Vision: Tulsa Public Schools is the destination for extraordinary educators who 
work with our community and families to ignite the joy of learning and prepare every student 
for the greatest success in college, careers, and life. Our mission is to inspire and prepare every 
student to love learning, achieve ambitious goals, and make positive contributions to our world. 
 
Core Values: Our core values guide how we work and interact with each other at every level of 
the organization. We embrace and embody these values every day. 

• Equity: All children deserve the opportunity to develop their full academic and social 
potential. Our diversity is a community treasure, and we must foster an inclusive 
environment by examining biases and resolving unfair practices. 

• Character: We are honest, trustworthy, and have high standards of behavior. We do the 
right thing even when it is hard. While we do not always agree, we treat one another 
with kindness and respect. 

• Excellence: We work hard together and expect a lot of one another because high 
standards produce exemplary knowledge, skills, abilities, and mindsets. 

• Team: We care for one another, support the personal and professional development of 
one another, and work together to improve our community. 

• Joy: Joy at school and at work makes us more productive because when we create, 
innovate, and imagine, our motivation grows. We want to ensure that everyone knows 
the excitement that comes from working deeply on a problem, task, or concept and 
experiencing breakthrough moments. 

 
Position Summary:  Serve the Tulsa Public Schools on emergency preparedness issues, 
coordinate training programs and emergency operations drills and exercises, and assist sites 
with their emergency and mitigation plans will operate the Emergency Operations Center for 
the District, assume other roles in an emergency as designated by the Chief of Campus Police. 
 
Minimum Qualifications:  

• Bachelor of Science degree or commensurate career experience. 
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• Experience in emergency management or related discipline. 

• FEMA training at level 100, 200, 700 or obtain within the first six months of 
employment. 

• FEMA training at level 300 and 400 or obtain within the first eighteen months of 
employment. 
 

Preferred: Weather Radar training, instructor in Emergency Management training, Practical 
Exercise development. Experience with Red Cross Shelters/Requests. Policy Development. 
Disaster Response experience. Grant writing experience. 
 
Responsibilities and Essential Functions:  The following duties are representative of 
performance expectations. A reasonable accommodation may be made to enable a qualified 
individual with a disability to perform essential functions. 

• Provide support and coordinate actual or potential emergency preparedness or 
response efforts. 

• Maintain and update all resource materials associated with emergency preparedness 
plans, and advise all locations within the district on their emergency plans and advise 
school staff on Emergency Management at school functions i.e. afterschool activities. 

• Conduct site assessments for emergency shelter recommendations, evacuations and 
performance during emergency drills. 

• Develop partnerships and serve as the liaison between the school system and city, 
county, state and federal Emergency Management, and represent the district on various 
internal and external task forces and committees. 

• Coordinate training programs and emergency operations drills and exercises to prepare 
staff to respond quickly and effectively to natural and man-made emergencies. 

• Coordinate damage assessment and write reports on damage and emergency events 
within the district. 

• Assist Department in developing budget projections. 

• Assist in the acquisition of federal and state grants. 

• Assist with the development of Continuity of Operations Plans to ensure that the District 
continues effective business operations during and following emergencies. 

• Assist with Emergency communications, internal, external, and media-related, in 
coordination with the District Public Information department.  

• Review city, county, state and federal proposed legislation and provide 
recommendations. 

 
Skills and Abilities Required:  The following characteristics and physical skills are important for 
the successful performance of assigned duties. 
Ability to: 

• Integrate and apply the concepts of a comprehensive emergency management program 
(mitigation, preparedness, response and recovery) into the school district's disaster 
plan. 

• Identify and analyze the effects of hazards that threaten the school district. 

• Develop and maintain working relationships with private, military, local, state and 
federal officials in order to keep up-to-date on current issues facing the emergency 
management community. 
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• Facilitate-Chief’s Advisory Committee 

• Facilitator for Threat Assessment Group-TAG 

• Work cooperatively with other departments within the school system, representatives 
from the city, county, state and federal government, other school systems, and the 
public. 

• Work within a recognized Incident Command System (ICS)/National Incident 
Management System (NIMS) framework. 

• Produce written documents with clearly organized thoughts using proper English 
sentence structure, punctuation and grammar. 

• Knowledge of District policies and guidance pertaining to proper release of information 
and sharing of information. 

• Works closely with the District communications staff and may be required to engage the 
media for interviews regarding District emergency preparedness. 

• Observe, compare, or monitor data included in management reports to determine 
compliance with procedures. 

 
Supervisory Responsibility:  None 
 
Working Conditions:  Exposure to the following situations may range from remote to frequent 
based on circumstances and factors that may not be predictable. 

• Must be capable of working under adverse and high-stress conditions at any hour of the 
day or night. 

 
 
Tulsa Public Schools is committed to building a diverse and inclusive team of individuals who contribute 
to the district's mission with their talents, skills, and energy. Tulsa Public Schools is an equal opportunity 
employer and does not discriminate on the basis of race, religion, color, national origin, sex, sexual 
orientation, gender expression, gender identity, pregnancy, disability, genetic information, veteran 
status, marital status, age, or any other classification protected by applicable law. 
 
Tulsa Public Schools also provides reasonable accommodations to qualified applicants and employees 
with disabilities. If you need an accommodation during the application process, please contact the 
district's talent management department at 918-746-6310 or the district's human rights and title IX 
coordinator at 918-746-6517. You can also direct your request for accommodation in writing to the Tulsa 
Public Schools Education Service Center, Attn: Talent Management, 3027 S. New Haven Ave., Tulsa, OK 
74114-6131. 
 

 


