
Darlington County Government  
  

Page 1 of 2 Job Description –Office Manager– September - 2016 
 

Job Title: Office Manager 
Department:  Fire District 

_____________________________________________________________________________________ 
The intent of this listing is to give a general indication of the level of difficulty and responsibility of this 
position.  The Office Manager oversees daily activities of the fire district business office.  This position 
reports to the Fire Chief. 
 

Job Summary 
 

Under limited supervision, The Office Manager ensures efficiency and effectiveness of operations for the 
department; performs complex technical and clerical work in the processing of Fire-related documents 
and records in accordance with all applicable laws, regulations, policies and procedures; maintains and 
updates computer-based files and prepares, analyzes and submits various reports as required. Duties 
include thorough knowledge of the methods, procedures and policies of the Fire District as they pertain 
to the performance of duties of the Office Manager, knowledge in the laws, ordinances, standards and 
regulations pertaining to the specific duties and responsibilities of the position, knowledgeable in the 
areas of accounting, bookkeeping, business office systems and procedures, computer data processing 
and database management, and general reporting activities.  The Office Manager reports to the Fire 
Chief. 
 

Essential Functions  
 

1. Oversees daily activities of the Fire District business office, ensuring efficiency and effectiveness of 
operations. 

2. Utilizes a Dictaphone to take dictation at various meetings. Prepares final copies of minutes and 
distributes to appropriate individuals. 

3. Coordinates various staff personnel activities such as arranging dates for physical exams, hepatitis B 
shots, blood borne pathogen sing-up, fire prevention week activities, etc. 

4. Researches, compiles and collects data required to plan Board and Fire study meetings. Collects data 
and processes payroll forms. 

5. Prepares and processes drafts of quarterly Fire Board reports. 
6. Establishes, maintains, and updates paper and electronic filing system by coordinating different 

types of information for the purpose of locating, recording, and classifying reports, forms, and data. 
7. Performs a variety of related clerical duties such as answering phones, screening calls, directing calls 

to appropriate party and providing information to callers, data entry, attendance report 
maintenance, creating and maintaining filing systems, etc. 

8. Prepares and maintains a variety of required departmental reports such as personnel rosters, 
training reports, equipment reports, etc. 

9.  Receives reviews, prepares and processes various reports and documents to include fire reports, 
attendance records, hydrant flow records, host test records, tit test results, cylinder tests, supply 
catalog, station messages, applications, fire board minutes, fire study minutes, tax incentive 
information, etc. 

10. Handles office supply inventory ensuring all items are stocked and ordering required supplies as 
needed. 
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11. Interacts and communicates with various groups and individuals such the County Fire Chief, County 
Administrator, County Council Members, County Fire Board Members, other County personnel, 
departmental personnel, etc. 

12. Operates and utilizes various office related machinery and equipment to include a computer, adding 
machine, printer, typewriter, calculator, fax machine, Dictaphone, base radio, etc. 

13. Maintains notary status and provides notarization on official documents. 
14. Performs other related duties as required. 

 
Qualifications 

 
1. Requires an Associate’s degree in secretarial science or related field with a minimum of three to five 

years experience in related administrative role, or an equivalent combination of education, training 
and experience that provides the required knowledge, skills and abilities. 

2. Must be able to type at the corrected rate of 60 WPM. 
3. A criminal background check will be completed on selected applicant if a current one (less than 3 

years old) is not on file. 
 

Requirements 
 

1. Must have thorough knowledge of all federal and state guidelines for that apply to the various 
training requirements and records management activities of the Fire department; and has the ability 
to offer assistance to co-workers and employees of other departments as required. 

2. Must have the ability to read a variety of policies and procedures, laws, fire studies, computer 
manuals, etc. Requires the ability to enter data into a computer and prepare account statements, 
billing statements, statistical reports, correspondence, etc. 

 
Salary per hour depending upon experience  W/ State Benefits, SC Retirement, paid Vacation, 
Holidays and Sick Leave Benefits. After your one year anniversary, you are eligible for a 2.5% incentive 
bonus in November as approved by County Council 
 


