
 
 
Job Title 

 
TFS Capacity Building Department Head 

 
Job Code 

 
8145 

 
Exempt Status 

 
Exempt 

 
Position Status 

 

 
EEO Classification 

 

 
Job Summary 
 
The TFS Capacity Building Department Head, under general direction, provides statewide oversight and 
leadership to the Capacity Building Department. Responsible for the administration of state and federal 
programs which provide assistance to rural volunteer fire departments and emergency response 
organizations in Texas. Provides professional, technical, and administrative leadesrship to a staff of 
business management personnel, support staff, and field services personnel in the development and 
delivery of integrated fire department assistance programs. 
 
Essential Duties and Responsibilities 
 
• Leads and manages daily operations of to ensure that statewide Capacity Building Department 

programs are accomplished.   
 

• Provide administrative oversight for the following programs: 
o Rural VFD Assistance Program 
o Rural VFD Insurance Program 
o Rural Fire Defense Program 
o Motor Vehicle Liability Self-Insurance Program 
o Federal Excess Personal Property Program 
o Fire Safe Program 
o Helping Hands Program 

 
• Ensures that programs are tracked with the use of monthly, quarterly, and annual reports which are 

completed by assigned department staff engaged in various programs.  
 
• Tracks and monitors department accounts and expenses and ensures that department stays within 

budget.  
 
• Provides oversight and direct management to program staff to ensure that department purchasing, 

financial processes, use of agency issued/owned equipment and facilities, administrative procedures, 
and personnel matters are completed in accordance with applicable laws, rules, procedures, and 
guidelines.  

 
• Coaches and develops employees and ensures assigned employee performance reviews are 

completed. 
 
• Monitors the overall performance of statewide programs for value added effectiveness. 
 
• Provides strategic direction to program staff for use in developing and applying for new capacity 

building grants and programs.  
 



• Ensures that program coordination is accomplished between the Capacity Building Department and 
various other departments.  

 
• Builds and maintains positive relationships between the Capacity Building Department and  Federal, 

State, and local government cooperators, stakeholder groups, and citizens. 
 
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 – Five years of related experience in natural resource planning, fuels management, 
education, public speaking, public policy, land use planning, wild land fire suppression/training and 
prevention, and managing budgets including related supervisory experience.   

Knowledge of – Knowledge of word processing, spreadsheet, and database applications. Familiarity with 
government or foundation grant programs 

Ability to – Ability to multitask and work cooperatively with others. Excellent written communication, 
analytical, interpersonal, and organizational skills. Ability to demonstrate diplomacy with a diverse 
clientele. Ability to use creative thinking to originate new methodologies. 

Licensing / Professional Certification – Valid driver’s license.   

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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