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AzCFSE Program Administrator
Position Description
$76,403 - $118,526
(Revised 10/28/2026)
 JOB DESCRIPTION
Position Summary
The Program Administrator serves as a key member of the Arizona Center for Fire Service Excellence leadership team and is responsible for the administration, coordination, implementation, and evaluation of Center programs, services, and initiatives. Working under the direction of the Executive Director, the Program Administrator provides operational oversight, supports strategic objectives, manages assigned staff, coordinates stakeholder engagement, and ensures the effective delivery of programs that advance the Center's mission and service to Arizona's fire service community.
MANAGEMENT EXPECTATIONS OF EMPLOYEES
· Every employee is expected to conduct themselves, on and off duty, in a manner that reflects positively upon AzCFSE, the fire service profession, and the citizens served.
· Every employee shall accept responsibility for their actions and the consequences of those actions.
· Every employee shall support the concept of fairness, professionalism, and the value of diversity.
· Every employee shall be truthful and honest at all times and report any instances of dishonest acts that may compromise the integrity of AzCFSE.
· Every employee shall be respectful and conscious of the safety and welfare of fellow employees, stakeholders, and members of the public.
· Every employee shall recognize they serve in a position of public trust requiring stewardship in the honest and efficient use of public resources.
· Every employee shall exercise professionalism, competence, respect, and loyalty in the performance of their duties.
· Every employee shall avoid situations that adversely affect the credibility or public perception of AzCFSE or the fire service profession.
· Every employee shall conduct personal affairs in a manner that does not improperly influence the performance of their duties or bring discredit upon AzCFSE.
· Every employee shall act in good faith and exercise due diligence in carrying out assigned duties and responsibilities.
Program Administration and Operations
· Administers and oversees assigned Center programs, projects, and initiatives.
· Coordinates daily operations to ensure efficient and effective program delivery.
· Develops, implements, and evaluates policies, procedures, and program objectives.
· Assists in the development and execution of strategic plans and organizational priorities.
· Maintains program records, reports, and documentation in compliance with applicable standards and requirements.
· Identifies opportunities for operational improvements and implements recommendations to enhance organizational effectiveness.
Personnel Management and Supervision
· Supervises Program Coordinator staff and provides direction, training, performance feedback, and oversight to ensure efficient operations.
· Responsible for the day-to-day supervision and management of assigned Center employees, including establishing work assignments, coordinating schedules, monitoring performance, conducting employee evaluations, addressing personnel concerns, and ensuring accountability for assigned responsibilities.
· Participates in employee selection, onboarding, professional development, corrective action, and disciplinary processes in coordination with the Executive Director and in accordance with established organizational policies.
· Promotes a positive and professional work environment through effective communication, coaching, mentorship, and employee engagement.
· Ensures compliance with Center policies, procedures, and applicable employment laws, regulations, and accreditation requirements.


Program Development and Coordination
· Assists in the planning, development, implementation, and assessment of educational, leadership, workforce development, wellness, and other Center programs.
· Coordinates with partner agencies, instructors, vendors, and stakeholders to support program objectives.
· Schedules and coordinates meetings, training events, conferences, and workshops.
· Monitors program performance and develop recommendations to improve outcomes and participant experience.
· Supports accreditation, certification, and compliance efforts assigned.
Financial Management
· Assists in budget preparation, administration, and monitoring for assigned programs.
· Tracks expenditures and ensures fiscal responsibility within approved budgets.
· Participates in grant administration, reporting, and compliance activities as assigned.
· Assists in identifying funding opportunities and supporting resource development efforts.
Stakeholder Relations and Communication
· Serves as a liaison between the Center and member agencies, government agencies, educational institutions, and community partners.
· Represents the Center at meetings, conferences, training events, and other functions as assigned.
· Responds to inquiries and provides information regarding Center programs and services.
· Assists in the development of program communications, reports, presentations, and promotional materials.
Data Management and Reporting
· Collects, analyzes, and reports program data and performance metrics.
· Prepares routine and special reports for leadership committees, partner organizations, and funding entities.
· Maintains confidential records and information in accordance with applicable laws, policies, and procedures.
· Supports organizational planning and decision-making through data analysis and reporting.
Other Duties
· Supports organizational initiatives and special projects as assigned.
· Maintains professional knowledge through participation in training, professional associations, and continuing education.
· Performs other duties as assigned by the Executive Director.
Minimum Qualifications
Education
· Bachelor’s degree in public administration, Business Administration, Education, Fire Service Administration, Organizational Leadership, or a closely related field.
· Relevant combinations of education and experience may be considered.
Experience
· Five (5) years of progressively responsible experience in program administration, organizational management, public administration, fire service, nonprofit management, education, or a related field.
· Two (2) years of supervisory or management experience required.
· Experience coordinating multiple projects and stakeholder groups.
· Experience with budgeting, reporting, and organizational operations preferred.
Knowledge, Skills, and Abilities
· Knowledge of principles and practices of program administration and organizational management.
· Strong leadership, supervisory, and team-building skills.
· Excellent written and verbal communication skills.
· Ability to establish and maintain effective working relationships with diverse stakeholders.
· Ability to manage multiple priorities and projects simultaneously.
· Proficiency in Microsoft Office Suite and associated business applications.
· Ability to analyze data, prepare reports, and make recommendations.
· Knowledge of the fire service, emergency services, workforce development, or nonprofit organizations is desirable.
Licenses and Certifications
· Valid Arizona Driver's License (within 30 days of hire).
· Ability to travel throughout Arizona as required.
· Fire service certifications are desirable but not required.
Physical Requirements
· Work is primarily performed in an office environment with occasional travel.
· Ability to attend meetings, conferences, training events, and organizational functions.
· Ability to operate standard office equipment and technology.
· Occasional lifting of materials and equipment up to 25 pounds.
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