	Date Posted:

04/07/2009


FORT BEND COUNTY

DEPARTMENT:  EMERGENCY MANAGEMENT

 JOB TITLE:  PLANNING INTERN (Part-Time) 

(Grant Funded Position)

JOB SUMMARY:

Provides professional support to the operation of the Emergency Management Department in a temporary capacity. Supports full-time Planning Coordinators by assisting with homeland security planning projects and development of plans and procedures necessary to achieve compliance with federal, state, and local regulations. 

DUTIES & RESPONSIBILITIES:

Assists staff with gathering, compiling, and collecting data to support compliance with multiple Homeland Security grants.  Assists in ensuring County’s compliance with the National Incident Management System (NIMS).  Provides support for Local Emergency Planning Committee (LEPC) and emergency management planning activities to include Tier II reporting analysis and coordination with local businesses as well as public and private entities. Assists in enhancing the County’s comprehensive plans to include counter-terrorism planning for emergency management. Participates in obtaining, documenting, organizing, analyzing, integrating, publishing and distributing a wide variety of data, planning guidance, and operational concepts.  In the event of an activation of the county Emergency Operations Center, the intern would fulfill a support role consistent with their background, abilities, and EOC operations needs.  
REQUIREMENTS:

High School Diploma/GED. Sixty (60) hours of college level coursework in a related field required.  Preference to those with degrees in public administration, emergency response, emergency management, urban planning or a directly related field. Preference to those who have work experience in local governmental agencies.   Applicants must be detail-oriented, conscientious, and able to perform multiple tasks simultaneously. Preference to those who have work experience in emergency operations centers.  Experience with word-processing, spreadsheets, database management, internet programs and applications is required.  Applicants must have good written and verbal communication skills, as well as good organizational and interpersonal skills.  Preference to applicants with experience in GIS and/or Cameo applications.

SALARY:  $10.00 per hour (20 -25 hours per week, negotiable)

CLOSING:  Upon filling position.
Fort Bend County is an Equal Opportunity Employer that does not discriminate

On the basis of race, color, age, sex, religion, disability or national origin

DISCLOSURE: OBTAINING AN INVESTIGATIVE CONSUMER REPORT PURSUANT TO 15 U.S.C. 1681d (a) As part of its employment application process, Fort Bend County, may obtain an investigative consumer report for employment purposes. This may include information as to your character, general reputation, personal characteristics, and mode of living.  You have the right to request additional disclosures from Fort Bend County under the Fair Credit Reporting Act. Upon your written request, made within a reasonable time, Fort Bend County will send you information regarding the nature and scope of investigation within five days of receiving your written request. You may have additional rights under federal law, as summarized in the enclosed notice.   This disclosure is made pursuant to the Fair Credit Reporting Act, 15 U.S.C. §1681d (a). 
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