
UNIVERSITY OF SOUTHERN CALIFORNIA

Senior Emergency Management Coordinator

Job Code: 119404

OT Eligible:

Comp Approval:

Develops and plans the university’s emergency response and recovery operations. Leads projects 
related to emergency planning, develops and conducts training exercises and large-scale drills, 
responds to emergency incidents, and is responsible for writing plans and other documentation.

JOB SUMMARY:

JOB ACCOUNTABILITIES:

*E/M/NA % TIME

No

4/14/2020

______ Develops, maintains, and updates campus-wide emergency plans for 
preparedness, re-sponse, continuity of operations, mitigation & recovery. 
Coordinates the planning and readiness of the Emergency Operations Center 
(EOC) for the University Park Campus and Health Sciences Campus. Facilitates 
the planning and development of department, school, and response team specific 
plans. Provides emergency management technical consultation, advice and service 
throughout the university to staff, administration, stu-dents, and faculty.

______

______ Prepares and/or coordinates after action reports following exercises and major 
emergen-cies, including recommending improvements and incorporating findings 
into current emergency management plans and training. Facilitates post-incident 
and exercise de-briefings. Creates and maintains after-action reports and tracking 
of action items and gaps. Coordinates the follow-up to ensure actions are resolved.

______

______ Assists with the coordination of the USC Mass Notification System and associated 
de-pendencies. Maintains currency on federal, state, and local legislation, 
regulation chang-es, and changes to codes and standards; keep informed of 
current and emerging issues and trends in area of specialty. Develops and 
maintains liaison with city, county, state, federal, and other external agencies.

______

______ Responds to emergencies and disasters to provide emergency management 
subject matter expertise including coordination of command posts or the 
Emergency Operations Center. Supports the Business Continuity Specialist with 
the activation and facilitation of continuity plans.

______

______ Coordinates, designs, and conducts emergency management exercises. Trains 
and ad-vises the university community regarding safety and emergency response 
protocols and procedures to ensure compliance with federal, state, local, and 
university policies and regulations. Develops and presents public information and 
preparedness education pro-grams for students, faculty, staff and visitors.

______

*Select E (ESSENTIAL), M (MARGINAL) or NA (NON-APPLICABLE) to denote importance of 
each job function to position.

Performs other related duties as assigned or requested.  The university reserves 
the right to add or change duties at any time.

EMERGENCY RESPONSE/RECOVERY:

Essential: No
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JOB QUALIFICATIONS:

SIGNATURES:

Employee: _____________________________________  Date:_____________________________

Supervisor: ____________________________________  Date:_____________________________

In the event of an emergency, the employee holding this position is required to 
“report to duty” in accordance with the university’s Emergency Operations Plan 
and/or the employee’s department’s emergency response and/or recovery 
plans.  Familiarity with those plans and regular training to implement those 
plans is required.  During or immediately following an emergency, the employee 
will be notified to assist in the emergency response efforts, and mobilize other 
staff members if needed.

Yes

Supervises:  Level:

May oversee student, temporary and/or casual workers.

Minimum Education:

Bachelor's degree

Minimum Experience:

3 years

Combined education/experience as substitute for minimum experience

Preferred Education:

Master's degree

Preferred Experience:

5 years

Minimum Field of Expertise:

Three years’ experience leading emergency management planning and execution. Valid 
driver's license required. Ability to show calm, effective leadership, and to make decisions 
amidst stressful emergency response events. Proven ability to work in a high-volume 
environment with frequent interruptions and changing priori-ties. Ability to exercise tact and 
discretion in dealing with confidential and sensitive matters, and the ability to prioritize and 
organize work, handle multiple assignments and meet competing deadlines.

Preferred Field of Expertise:

Five years’ experience in emergency or crisis management. Demonstrable project 
management skills. Strong written and verbal communication skills. Proven ability to lead, 
manage, and train others. Ability to reconcile differing perspectives, develop consensus, 
and secure cooperation and support from stakeholders and team members. Prior 
designations such as Certified Emergency Manager, Associate Emergency Manager, 
Certified Business Continuity Professional or similar.

Comments:

May require work, and travel, on weekends, evenings, and/or holidays, based on business 
necessity.
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The above statements are intended to describe the general nature and level of work being 
performed.  They are not intended to be construed as an exhaustive list of all responsibilities, 
duties and skills required of personnel so classified.

The University of Southern California is an Equal Opportunity Employer


