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JOB DESCRIPTION   EMS Medical System Specialist 

      

      

     EMMCO WEST, Inc. 

 

Job Title: EMS Medical System Specialist 

 

Reports to:      Executive Director 

Employees Supervised / Directed:     

FLSA Code:      Exempt- Administrative 

Scheduled:      Full-time  

 

JOB PURPOSE AND SUMMARY 

 

 
The Specialist will assist in insuring compliance with PA Department of Health Regulations 
for ambulance service licensure and quick response service licensure. Administration of 
Medical Command Facility Accreditation, liaison to regional medical advisory committee, 
Oversee regional preparedness, regional communication systems, and special event EMS 
plans.  Serve as the staff liaison to the Quality Improvement and communication 
committees. Act as a customer service liaison for the EMS registry and TRAIN-PA.   

 

 

DUTIES AND RESPONSIBILITIES 
As part of the EMS Medical System Specialist’s responsibilities, they will oversee the 
following development, work plan, or contractual obligations: 
 
Technical Assistance:  
- Provide technical assistance to all EMS organizations and all EMS providers within the 
geographical area in matters such as, but not limited to, communications, public education, 
information management, recruitment and retention of EMS personnel, ambulance 
management and reimbursement to providers of EMS 
 
Assist with the licensing of EMS Agencies:   
- Cooperate and collaborate with the EMS System Specialist to perform the necessary tasks 
needed to assure the licensure and recognition processes are being administered on a 
regional basis. 

-  Assist with inspections of the applicant’s EMS Agency including: records for compliance 
with all required documentation, personnel for compliance with minimum staffing and 
personnel requirements, each vehicle or aircraft listed on the application for compliance with 
vehicle/aircraft, equipment and supplies requirements, as published in the Pennsylvania 
Bulletin, for the level of license for which the applicant is applying;  

- Assist applicants’ login and manage the EMS Agency’s licensure registry 
- Assist the conduction of ambulance safety inspection within the region, as coordinated 
with the EMS System Specialist 
- Support the BEMS with statewide ambulance safety inspections 
- Participate in scheduled or unannounced ambulance safety inspections 
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Preparedness – Special Event - Communication System Support- 
- As requested by the Bureau of EMS, respond with the regional EMS Strike Team. 
- Attend EMS Strike Team functions and interface with EMS Strike Teams as appropriate in 
training and actual deployment 
- Oversight of regional electronic personnel tracking program for strike teams and 
preparedness personnel 
- Fulfill response roles as directed by the incident command staff 
- Attend regional preparedness meetings as need to meet contractual obligations, including 
general taskforce, health & medical meetings, and healthcare coalition meetings.  
- Review and update regional operational plans for disaster response and continuous 
operations. 
- Provide technical assistance for the management and administration of a special event EMS 
plan 
- Review and process any special event EMS plan seeking Department approval for an 
upcoming special event 
- Oversight of regional emergency preparedness assets 
- Staff liaison to the regional communication committee 
- Coordination, oversight and management of regional communication equipment cache 
- Oversight of regional communication system grants with regional EMS communication 
centers 
- Assist with the inventory, upkeep, and maintenance of the regional emergency 
preparedness equipment cache 
- Coordinate regional preparedness activities with a regional-district preparedness specialist 
- Oversight of the part time preparedness manager related to the regional EMS strike teams 
and equipment assets 
  
 

Medical – Education Programming – 
- Medical command facility accreditation and medical command authorization, regional 
medical command committee liaison 
- Develop, maintain, implement, expand and improve all programs of medical coordination, 
subject to prior written approval by the Department; 
- Monitor all medical command facilities and prehospital personnel for compliance with 
minimum regulatory standards established; 
- Facilitate the integration of all medical command facilities into the Grantee’s regional EMS 
system in accordance with Department established policies and guidelines; 
- Implement existing statewide protocols for the triage, treatment, transport and transfer of 
patients to the most appropriate facility. Protocols, as posted on the Department’s website, 
shall be distributed to the providers of EMS within the Grantee’s region; 
- Assist all regional prehospital personnel and ambulance services to meet the Department’s 
licensure, certification, recertification, recognition, registration, and continuing education 
requirements; 
- Approve Medical Command Physicians in accordance with the Department’s Medical 
Command Facility Recognition (MCFR) process standards established relating to medical 
command physician. 
- Collect and maintain notifications from each Medical Command Facility within the 
Grantee’s region explaining the circumstances under which medical command shall be given; 
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- Receive recommendations and advice from regional ALS Service Medical Directors 
regarding medical treatment protocols and regional and statewide quality improvement plans 
and provide the information to the Department. 
- Conduct quality improvement assessments for medical command facilities 
- Conduct unannounced inspections of medical command facilities 
- Staff Liaison to the RMAC 
- Review specialty projects for compliance to statewide protocols and/or initiatives 
 
Regional Quality Improvement Initiatives- 
- Develop, update and implement the regional EMS Quality Improvement program to 
monitor the delivery of EMS 
- Act as the staff liaison to the regional QI committee 
- Schedule quarterly meetings of the regional QI committee 
- Provide minutes and reports from the regional QI committee to BEMS per contract 
- Oversee the conduction of regional QI projects and initiatives to improve the regional 
EMS system operations through the regional QI committee 
- Assist EMS agencies or organizations with clinical investigations or studies related to EMS 
- Conduct research or studies in compliance with Department requirements 
- Review and update the regional development plan on an annual basis 
- Oversee the annual EMS appreciation awards and recognitions 
- Oversee specialty recognition events of EMS providers and/or agencies 
- Review of regional CARES data and recognition of CPR saves by EMS agencies/providers 
 
Customer Service Liaison- 
- Assist EMS providers and/or agencies with online, in-person, and/or phone assistance 
regarding their EMS system inquires that are not limited to access to the Department EMS 
registry and/or TRAIN PA accounts 
- Coordinate specialty public education programming that may include realistic simulations 
for disaster drills/active shooter exercises, high school DUI prevention programs, hands 
only CPR, or stop the bleed programs. 
 

ESSENTIAL FUNCTIONS OF THE JOB 

o Demonstrate communication skills necessary to convey information to a variety 

of prehospital stakeholders. 

o Through excellent writing and verbal communication skills convey a positive 

corporate image to EMS stakeholders and to the general public. 

 

QUALIFICATIONS: 

Educational / Experience Requirements 

The candidate must meet or exceed the following qualifications, 

• Documented three years’ experience in prehospital care as an EMS practitioner  

• Possess a high school diploma or GED 

• Possess a PA DOH EMS provider certification of EMT or higher 

• Possess a recognized CPR health professional card 

• Possess ICS 100, 200, 700, 800 (300 & 400 attained within 1 year of 

      employment)  

• Possess PA Child Abuse Clearances including FBI background check 
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Communications Ability 

The employee shall possess the: 

1. Employee must have the ability to read English at the 12th grade level or above.   

2. Employee must also have the ability to analyze, and interpret professional 

periodicals and journals, technical procedures, and government regulations.   

3. Ability to write reports, business correspondence, and create professional quality 

multimedia presentations and visual materials for the assigned position tasks.   

4. Ability to effectively present information and respond to questions from 

managers, clients, customers, physicians, board members, other corporate 

representatives, prehospital stakeholders, representatives of private and 

governmental agencies, and members of the general public.  

 

Math Ability 

The employee shall possess the ability to perform simple math for tracking of an 

inventory supplies, maintenance reports, and other administrative functions. 

 

Reasoning Ability 

The employee shall possess the ability to: 

• Solve practical problems and deal with a variety of concrete variables in situations 

where only limited standardization exists. 

• Interpret a variety of instructions furnished in written, oral, diagram, or schedule 

form. 

• Perform hand / eye coordinated tasks related to fire/ems/rescue equipment and/or 

programming. 

 

Computer Skill 

Demonstrated proficiency in word processing, spreadsheets, database and management 

software, Internet software, E-Mail, and associated computer software/hardware 

necessary to perform the job tasks. 

 

Supervisory Responsibilities  None 

 

Physical Requirements 

The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

While performing the duties of this job the employee is regularly required to sit for 

extended periods of time (several hours at a time) and talk and hear.  

The employee is frequently required to use hands and fingers to touch, finger, handle, or 

feel and reach with hands and arms. The employee is occasionally required to stand; 

walk; climb or balance and stoop, kneel, crouch, or crawl. The employee shall be able to 

lift and carry fire, EMS, and rescue equipment that may weigh up to 125 lbs single lift or 

250 lbs weight assisted. The employee vision requirements include: close vision and 

ability to adjust focus. They must be able to work at a computer screen/terminal for 
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several hours at a time. 

 

The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

The employee must possess a current and valid PA Drivers License and be able to safely 

operate owned/leased/rented company vehicles of various sizes, including passenger cars, 

SUV’s, and pick-up trucks.  The employee must not have any outstanding traffic 

violations that prevent them from operating any of these vehicles.   

 

Following an orientation program, the employee may be asked to tow specialized 

equipment trailers up to 30’ in length, using one of the company vehicles, to various 

destinations within the region. 

 
 

 

Mental Demands 

The employee must be able to handle multiple tasks at the same time and function in an 

organized manner while subject to various distractions, such as telephone calls. He/she 

must be able to think and function independently and be self-directed and self-motivated. 

 

 

 

Work Environment 

The primary work environment will be within the office.  Due to the nature and 

administration of program areas, the employee may be required to attend activities 

outside the office.  The employee will be expected to attend meetings and functions 

outside of the office.  These often include overnight trips both in and out of state. 

 

Reporting 

Various reports and meetings are required /held to apprise staff, board members, EMS 

stakeholders, legislators, and Department of Health officials of the progress of the 

corporation at meeting its contractual obligations.  Each staff member shall complete and 

participate in meetings or submit reports to identify their progress towards completion of 

their specific work statement tasks.  Reports/meetings include a weekly progress 

benchmarking report/meeting, Department of Health yearly report, and yearly review of 

Department of Health contractual work statement.  
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Disclaimer 

The information provided in this description has been designed to indicate the general 

nature and level of work performed by incumbents within this job.  It is not designed to 

be interpreted as a comprehensive inventory of all duties, responsibilities, qualifications 

and working conditions required of employees assigned to this job.  Management has sole 

discretion to add or modify duties of the job and to designate other functions as essential 

at any time.  This job description is not an employment agreement or contract. 
  

Approved by: 

 

             

Executive Director       Date 

 

I have read and understand the EMS Medical System Specialist Job Description.  I have 

been given an opportunity to ask questions and had those questions answered. 

 

             

Employee Signature      Date 

 

       

Employee Printed Name 


