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JOB DESCRIPTION       EMS Education Specialist 

EMMCO WEST, Inc. 

Job Title:  EMS Education Specialist 

Job Identification 
Reports to:      Executive Director 
Employees Supervised / Directed:   Practical Skills Evaluation Team 
FLSA Code:      Exempt-Administrative 
Scheduled:      Full-time 

JOB PURPOSE AND SUMMARY 

The EMS Education Specialist’s will assist customers and be their liaison to other staff members 
that can assist the customer. They will manage the processing of initial and continuing education 
programming, TRAIN-PA program oversight, certification customer service, short and long term 
equipment loan program, educational accreditation (initial – con-ed), staff project assistance, 
regional outreach programming (including educational symposium) and public education, 
preparedness operations, and other tasks as identified by the management team. 

DUTIES AND RESPONSIBILITIES 

- In accordance with the Department’s certification process and provide certification materials to 
certifiable applicants or non-certification materials to applicants who are not eligible within 
Department guidelines. 

 
- Maintain student and personal data confidentiality of EMS providers throughout all phases of job 
tasks 

- Assist the Department, as directed, in disciplinary and corrective actions of EMS providers who 
violate a duty imposed by the EMS Act or for other reasons as determined by the Department 
which pose a threat to the health and safety of the public 

- Conduct visitations to each EMS registered educational program. At a minimum, one class visit for 
BLS courses and two class visits for ALS classes (including AEMT).  The visits should be focused 
on certification examination prep and EMS registry access. Additional visitations are encouraged 
throughout an educational program. 

- Provide education programs to all EMS personnel, which shall include continuing education 
programs and programs that lead to EMS certification or recognition by the Department; 

- The Grantee shall develop and implement additional educational programs, as determined by the 
Grantee or the Department; 
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Certification Examinations: 

- Conduct state and National Registry examinations 

- Scheduling and on-site supervision of ALS & BLS evaluation teams 

- Conduct evaluation training sessions for evaluation team members 

- Perform inter-rater performance audits of the examination process 

- Track performance standards and trends from the certification examinations 

- Report aggregate examination findings and QI areas to regional training institutes 

- Act as the Examination Coordinator for the National Registry examinations 

- Identify qualified evaluators, coordinators, and National Registry personnel for examinations 

- Identify suitable examination sites and secure site agreements for the state and National Registry 
examinations 

- Use the DOH computer software to register students, maintain notes on their examinations, and 
track their certification status. 

- Process psychomotor examinations and endorse candidates within 48 hours of administration in 
the National Registry of EMT endorsement que. 

 

Accreditation of EMS Education Institutes, the Grantee shall: 

- Receive, review and process all new and renewal applications for accreditation as an EMS 
Education Institute in accordance with the Department’s Accreditation of EMS Education Institutes 
process; 

- Conduct an onsite inspection of the applying institute for compliance with the regulatory EMS 
Education Institute Accreditation standards within 45 calendar days; 

- Forward all inspection results to the Department with either an endorsement for accreditation or a 
detailed explanation as to why the applying institute should not be accredited; or should have 
provisional status 

- Assist the Department, as directed, in denial, restriction, withdrawal or condition of accreditation 
of an EMS Education Institute due to an institute’s failure to meet the regulatory standards 

- Provide information to EMS education providers regarding EMS Education Institute Accreditation 
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- Register and review all EMS certification and rescue courses 

- Maintain QI review of program’s compliance to the EMS Regulations 

- Perform educational related complaint investigations/criminal history reviews 

- Receive and review applications, perform on-site inspections, and forward recommendations 
regarding training institute accreditation to the DOH 

- Assign certification examination dates to training institutes 

- Maintain an organized filing and tracking system of all training programs 

- Partner with regional training institutes and coordinate regional instructor continuing education 
seminars 

- Schedule a minimum of at least one annual meeting with all accredited educational institutes within 
the region. Additional meetings are encouraged throughout each year to maintain effective 
communication with educational institutes 

 

Media – Continuing Education Program Development 

- Design innovative continuing educational programming for use in seminars or special 
presentations on TRAIN-PA 

- Develop media tools to support education, medical, and other corporate initiatives 

- Develop written articles for use in corporate publications 

 

Continuing Education Programming- 

- Perform activities that relate to successful completion of: 

- Continuing education program 

- Recertification of personnel via the continuing education system 

- Adhere to coned processing timeframes established by PA DOH & the EMS Act 

- Process and account for all continuing education program information, including but not 
necessarily limited to: 

- Applications for continuing education credit by endorsement 
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- Reconcile scheduled continuing education programs on an established schedule. 

- Provide logistical planning, coordination, budgeting, and oversight of the annual educational con-
ed symposium and supplemental outreach programming. 

- Receive, review, and process all new applications for accreditation of sponsors of continuing 
education. 

- Receive, review, and process all application from accredited con-ed sponsors for con-ed course 
approval. 

-Receive, review, process, and retain all course evaluation forms from accredited sponsors for each 
completed course 

 

Supply Order Form shall be submitted to the Department on a form approved by the Department 
and shall contain the following: 

1. Amount of each supply item needed; 

2. Name, address, phone number and contact person of the office submitting the order form. 

3. Supply Order Form shall be submitted to the Department on an as-needed basis 

 

Specific Job Tasks- 

- Electronic coned processing (Essential Tasks Manual) 

- Short-term and long term equipment loan administration 

- Customer Service Liaison for online assistance with access to EMMCO West and BEMS online 
applications 

- Staff liaison for meetings, functions, certification material processing, photo id’s, and other support 
operations to staff 

- Tasks as assigned by the management team 
 

Preparedness Support- 

- Liaison to regional preparedness organizations on behalf of EMMCO West, Inc. 

- Review Special Event Plans occurring in the EMMCO West region and forward them to BEMS 



EMS Education Specialist  pg. 5 

- Assist with the oversight and coordination of the EMS Strike Team and their assets. 

- Assist with the inventory of preparedness assets for the EMMCO West region 

- 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 

- Fulfill response roles as directed by the incident command staff 

- Assist and support public education opportunities in educating the public on the EMS system, 
disaster management and first aid through means such as, but not limited to, education programs, 
printed materials, and exhibits at public events 

Regional Planning Activities- 

- Organize and implement EMS Week activities throughout the region 

- Organize and implement EMS Appreciation Dinner in May of each year 

- Attendance at county level activities and functions promoting EMS systems 

- Administrate / oversee the coordination of specialty programming including the annual 
educational symposium and specialty seminars.  

- Coordinate outreach events (health fairs, open houses, dinners, etc..) 

- Promote health and wellness programming for EMS system stakeholders 

- Promotion of regional Answering The Call and recruitment initiatives 

- Promote and assist with the implementation of high performance CPR at all levels of EMS 
agencies 

- Promote and participate in the Hands Only CPR initiative 

- Assist with the regional CARES and Heart Rescue programming within the region 

- Organize and oversee educational opportunities for high performance CPR and Hands Only CPR 

- Educate regional PSAP and dispatcher in hands only CPR and assertive dispatching practices 
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QUALIFICATIONS: Educational /Experience 

The candidate must meet or exceed the following qualifications: 

Qualifications – 
* Possess a high school diploma 
* Bachelors or graduate degree in education, emergency medical services, or other related field of 
study (preferred) 
* PA certified EMT Paramedic or higher level of certification 
* PA certified EMT Instructor or PA certification eligible 
* Experience as a PA or National Registry of EMT Practical Skills Evaluator 
* Two years of prehospital experience 
* Emergency Vehicle Operation Course (EVOC) & EMSVO certification 
* Experience operating pickup trucks with attached utility trailers of up to 30’ in length (preferred) 
 
Clearances – 
* PA Child Abuse Clearance 
* FBI Clearance 
* PA State Police Clearance 
 
Preparedness – 
* ICS 100, 200, 700, 800 
* Within 1 year of employment – 

* ICS 300, 400, Haz Mat Operations, Basic Medical Response to Terrorism, Smallpox Trng. 
* Up to date immunizations 

 

Communications Ability 

Employee must possess the ability to: 

* Read English at 12th grade level or above. 

* Supervise state and national evaluation teams during certification examinations. 

* Demonstrate proficiency using multimedia devices, multimedia programming, and software 
applications required to perform the job tasks. 

* Analyze and interpret professional periodicals and journals, technical procedures, and government 
regulations is necessary. 

* Write reports, business correspondence, develop research models, design quality improvement 
programs, write competitive grants, conduct oral presentations to various stakeholders, and create 
professional quality multimedia presentations and visual materials for assigned position tasks. 
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* Effectively present information and respond to questions from groups of managers, clients, 
customers, physicians, board members, other corporate representatives, other pre hospital 
stakeholders, representatives of private and governmental agencies, and the general public. 

* Supervise and perform performance audits of evaluation team members. 

Math Ability 

Ability to perform statistical calculations required for various research models. At a minimum, ability 
to perform college level Algebra or statistical analysis to compute standard deviation, cumulative 
frequency, average, mode, median, f and t- test, variances, reliability, and standard error assessments. 

Reasoning Ability 

Employee must 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. 

Computer Skill 

Proficiency in word processing, spreadsheets, database software, statistical analysis software, data 
management software, Internet software, E-Mail, multimedia software, and associated computer 
software/hardware necessary to perform the job tasks. 

Supervisory Responsibilities 

The job has direct supervisory responsibilities of the regional ALS and BLS, state and National 
Registry practical evaluation teams. Assist with command operations during preparedness training or 
deployment of personnel – assets. 

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

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, 
stoop, kneel, crouch, or crawl. The employee is required to lift boxes, office supplies, and training 
equipment weighing up to 150 pounds. The vision requirements include: close vision and ability to 
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adjust focus. It is necessary for the employee to be able to work at a computer screen/terminal for 
several hours at a time. 

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 

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

Work Environment 

The primary work environment will be within 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. During certification examination seasons, the employee will attend remote examination sites in 
the evenings and on weekends. 

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, quarterly 

benchmarking report/meeting, Department of Health monthly progress report and specific program 
area reports, 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 Education & Medical Service Specialist Job Description. I have 
been given an opportunity to ask questions and had those questions answered. 

_______________________________________ 

Employee Signature (Date) 

 
 


