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 Class Specifications 
 for the Class: 
 

CIVIL DEFENSE PLANS & OPERATIONS OFFICER 
    (CIVIL DEF PLANS & OPTNS OFFCR) 
 
Duties Summary: 
 

Directs and participates in the development and maintenance of statewide civil 
defense program plans; serves as operations officer for the State Civil Defense 
Agency in coordinating operational activities upon implementation of State emergency 
response plans; and performs other duties as required. 

 
Distinguishing Characteristics: 
 

This class reflects responsibility for directing and supervising civil defense 
planning personnel and participating in preparing, maintaining and administering 
statewide civil defense disaster plans.  This class is also responsible for the 
development and maintenance of plans for such programs as the nuclear war survival 
Emergency Resources Management Program and the Fallout Shelter Program, as well 
as the development and recommendation of policies for the State Natural Disaster 
Program.  In addition, as the operations officer, the position coordinates and directs all 
operational activities among the counties and the various State departments and 
agencies in the event of nuclear war, and oversees the total disaster recovery effort for 
each major natural disaster in the State. 

 
The position in this class also coordinates with and provides advice to temporary 

planners under the Vice Director who develop new specialized Civil Defense plans such 
as the earthquake disaster plan, the nuclear civil protection plan, etc.  The maintenance 
of such plans, including revisions and updates, are the responsibility of the subject class 
once the special planning projects have been completed. 

 
The position in this class is under the general direction of the Vice Director of 

Civil Defense. 
 

Examples of Duties: 
 

Coordinates, supervises, directs and conducts the development and 
maintenance of statewide civil defense program plans including those for the State 
Preparedness Planning Program relating to nuclear war, natural and man-made 
disasters, the Fallout Shelter program, the Operational Readiness Evaluation 
Program, and the Natural Disaster Assistance Program; develops recommendations 
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on establishing and making changes to departmental policies and procedures 
affecting civil defense programs; establishes branch priorities and reviews and 
evaluates work of subordinates, prepares the plans and operations branch program 
budget; develops and maintains the State Emergency Resource Management Plan 
designed to provide comprehensive emergency actions and procedures and the 
stabilization of the economy of the State during war or major disasters by conducting 
detailed analyses of all resource areas including economic stabilization, construction, 
emergency housing, utilities, health, food, petroleum, manpower, industrial 
production, transportation, and telecommunications; oversees and assists in the 
development of county emergency resource plans; oversees the development of 
plans for the functions and operations of all emergency operating centers in the State 
and directs and manages the State Emergency Operating Center during disasters; 
coordinates the counties' development of community shelter programs including 
establishment of policies, surveys, plans and evaluations; supervises the 
development and maintenance of a statewide radiological monitoring system for 
nuclear war and emergency response plans to deal with radiological and other 
hazardous material, accidents and incidents; provides direction and control of field 
operations during disaster situations, serving as Operations Officer during nuclear war 
and as head of the total recovery effort for each major disaster for the State; as the 
Public Assistance Officer, coordinates the conduct of damage surveys following 
natural disasters and prepares reports of estimates of the scope of damage and repair 
costs for public facilities; prepares the State's request and assists and oversees 
county jurisdictions in the preparation of requests for federal financial assistance 
following a major disaster; coordinates and maintains liaison with military officials, 
federal government and other public and private individuals and organizations 
including organizing response disaster teams consisting of representatives of the 
foregoing; organizes and conducts civil defense conferences and seminars; maintains 
relations with the community by speaking to community groups and the news media. 

 
Knowledge and Abilities Required: 
 

Knowledge of:  Laws, operations and objectives of the civil defense program; 
federal laws affecting State civil defense administration; civil defense and public and 
private relief organizations; State and local governmental organizations, programs and 
functions; public relations; functions and operational requirements of an emergency 
operating center. 

 
Ability to:  Develop and maintain civil defense operational plans; plan, 

organize, coordinate and direct the work of others; prepare clear and concise 
reports; establish and maintain effective working relationships with public and 
private groups and individuals; speak effectively before groups and individuals; 
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act decisively in emergencies; coordinate and motivate key government and 
community personnel. . 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  

 
This is the first specification for the new class CIVIL DEFENSE PLANS AND 
OPERATIONS OFFICER. 
 
 
 
 
DATE APPROVED: 9/9/80  /s/ Wayne J. Yamasaki 
   for  DONALD BOTELHO 
   Director of Personnel Services 
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