
 
 
Job Title 

 
TFS Planning and Preparedness Department Head 

 
Job Code  

8063 
 
Exempt Status 

 
Exempt 

 
Position Status 

 

 
EEO Classification 

 

 
Job Summary 
 
The TFS Planning and Preparedness Department Head, under direction, facilitates emergency planning, 
response, and recovery activities and ensures maintenance of current emergency resources and 
response information.  
 
Essential Duties and Responsibilities 
 
• Works collaboratively with relevant stakeholders in planning, implementing, and evaluating Agency 

preparedness and response activities. 
 
• Oversees the development and maintenance of mobilization and response plan personnel 

qualifications. Provides analytical support, strategic input, and technical advice to aid in decision 
making. Works to improve service delivery across program areas. 

 
• Participates in emergency response activities and all-hazard incident management. Ensures 

maintenance of current emergency resources and response information. 
 
• Oversees maintenance, development, and continued enhancement of the Emergency Operations 

Center.  
 
• Provides technical advice to other departments and participates in the development of technical tools 

to enhance various safety functions of departments. 
 
• Manages special projects and promotes collaborative efforts in support of Agency missions.  
 
• Serves as a professional representative of System members.  
 
This document represents the major duties, responsibilities, and authorities of this job, and is not intended to 
be a complete list of all tasks and functions. Other duties may be assigned. 
 
Additional Responsibilities 
 
 
Minimum Requirements 

 
Education – Bachelor’s degree in applicable field or equivalent combination of education and experience. 

Experience – Ten years of related experience.  



Knowledge of – Knowledge of word processing, spreadsheet, and database applications. Knowledge of 
Texas A&M University System (TAMUS) Resource Protection Programs and emergency response 
operations.  

Ability to – Ability to multitask and work cooperatively with others. Excellent written communication, 
analytical, interpersonal, and organizational skills. Ability to work in a high stress environment. 

Licensing / Professional Certification – None.  

Physical Requirements – None. 

The physical demands 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. 

Supervision of Others 
 
This position generally supervises employees.  
 
Other Requirements 
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