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                 SEQ CHAPTER \h \r 1Utah County Fire Marshal

51 South University Avenue, Suite 120

Provo, Utah 84601

   Phone: 801-851-8348     Facsimile: 801-851-8340 

                           www.utahcounty.gov/firemarshal
_________________________________________________

8/17/2015
The Utah County Fire Marshal’s Office has the following position available:

FIRE PREVENTION OFFICE SPECIALIST   – up to 25 hours per week – hours may be somewhat flexible –   NO BENEFITS
Closing Date: Open Until Filled

Starting Hourly wage: $12 to $13 per hour depending upon experience
Duties may include: 
· Receives, screens and directs incoming phone calls

· Assists visitors 

· Processes and issues various permits

· Uses Spillman dispatch software to add and edit information and to look up incident reports/details

· Uses and updates inspection software to schedule fire inspections

· Coordinates travel arrangements and itineraries

· Submits and tracks payment requisitions, travel requests, refunds, etc.

· Creates and tracks invoices for fire inspection billing

· Coordinates special projects such as hydrant testing

· Responsible for review of and payment for fire services provided by contract cities

· Creates and updates files and electronic records

· Issues Certificates of Fire Clearance

· Creates and mails official letters and various notifications

· Orders office supplies 
Applicants must submit an official Utah County Government application:

Utah County Fire Marshal

51 South University Avenue

Provo, UT 84601
For questions regarding this position, please call Jack Snow(801) 851-8348
Applications can be found at www.utahcounty.gov/jobs 
Saving lives and property through fire prevention.

