Daily, Weekly, Monthly, Annual Duties
Director of Emergency Services and Homeland Security

Daily
1. Field phone and written inquiries from the general public for information.
1. Prepare for possible response to disasters/large–scale emergencies, hazardous materials responses
1. Meetings with partner agencies such as Red Cross, Hospitals, Health Department, etc.
1. Seek funding for additional projects not funded through County State or Federal dollars.
1. Monitor weather reports and local gauges for significant variances
1.  On-going maintenance of the vehicle, equipment, reports, etc.

Weekly
1. Twice weekly weather conference calls
1. Weekly Situation Reports to the State DHSEM.
1. Attend Council/Commission meetings as needed.
1. Ad Hoc weather calls as deemed necessary by National Weather Service (NWS) and WV Division of Homeland Security and Emergency Management (WV DHSEM)

Monthly
1. Participate in Regional Interoperable Communication Committee meetings.
1. Participate in Regional Directors meetings.
1. Bills / budgetary adjustments.
1. Attend Emergency Management Council meetings throughout the state Quarterly.

Annual
1. Attend (required) minimum of 48 hours Training for Emergency Managers
1. Participate in (required) at least 5 exercises, drills, etc.
1. Attend Annual State Emergency Management Council Conference
1. Attend Annual State Emergency Response Commission Conference
1. Attend Annual State Interoperable Radio Network Conference
1. Prepare and submit Annual County Budget request to the Council/Commission. 
1. Prepare and submit Annual Emergency Management Performance Grant application and quarterly reports to WV DHSEM.


