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Section 1: Agency - Employee Information

Section 2: Position Information Require Essential Functions Page

Action: Update Position

Co-Action (If Applicable):

Current Proposed

Position Number: 00005329

Classification: Forester - O Classification:

Job Code: F1032O Job Code:

Working Title: Fire Management Officer Working Title:

Bargaining Unit: Not Covered Bargaining Unit:

Pay Band: 60 Pay Band:

Department # & 
Name: 0421000000  Cimarron District Department # & 

Name:

Location & 
Location Code 211-002600 CI-Shop Building Location & 

Location Code

Shift: 1 Shift:

PT FT PT FT

Reports to: 000005328 Reports to:

Funding Source: Federal Funding Funding Source:

FTE: 1 Supervisory Level: F Supervisory Level: FTE:

FLSA Status: Non Exempt FLSA Status:

Short Title: 02 Short Title:

Position Status: Permanent Position Position Status:

Safety Sensitive: Yes No Safety Sensitive: Yes NoOmnibus: Yes No Omnibus: Yes No

Business Unit Name: Energy, Minerals and Natural Resource Dept Bus Unit #: 52100

Employee Name: Vacant as of Employee ID:

Select Request Type: Non-Manager/Non-Supervisory Position - Classification Change Only

Effective Date (For Agency Use):
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Section 4: Complete for Non-Manager/Supervisor position ONLY 
Organizational Structure
What has changed with this position? Why does your agency want to initiate change?

N/A

What organizational structure changes will be affected by the request?

N/A

Why does this job exist? (High level description of overall purpose of position )

This position functions as the Fire Management Officer.  This position requires protection of life, property, and that state natural resources 
through planning, coordination, direction, and implementations of wildlife prevention/mitigation programs, wildfire suppression response 
activities, and prescribed burning programs.

What does this job do? How does the job get done?  
(Key responsibilities-include percent (%) of time spent, totaling 100%)

ALL TASKS LISTED, UNLESS OTHERWISE INDICATED, ARE ESSENTIAL FUNCTIONS OF THE JOB. 
 
Development of comprehensive wildfire management programs for the district in accordance with state statutes and divisions/department 
guidelines - 25% 
Develop a wildfire suppression organization that safely and efficiently suppress and/or manage district wildfire incidents according to state 
statutes and landowners objectives.  Acquire and maintain district fire suppression equipment and supplies needed for suppression of 
wildfires.  Recruit and train seasonal emergency firefighters for the district.  Maintain training, experience, and qualification data for full 
time employees (FTEs) and emergency firefighters in the divisions Incident Qualifications System (IQS).  Issue incident qualifications cards 
to district emergency firefighters in accordance with the division fire policy manual. 
 
Coordination of wildfire suppression/management response activities - 15% 
Develop and complete planning strategies that will effectively suppress and/or manage wildfires according to resources at risk and 
infrastructure values threatened.  Coordination actual responses to wildfire incidents within the district as well as assistance to other districts 
and cooperating agencies.  Pre-plan and meet with cooperators, vendors, and other individuals to prepare and preposition wildfire personnel, 
equipment, support service and supplies. 
 
Develop and maintain wildfire management/suppression agreements with federal agencies, other state agencies, counties and municipalities - 
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10% 
Develop and complete joint powers agreement (JPAs) and initial attack operating plans with cooperating agencies.  Coordinate and delineate 
initial attack response zones and responsibilities with federal, county, and municipal government cooperators to increase firefighter and 
public safety and maximize effectiveness of firefighting resources. 
 
Maintain accountability for fire suppression activities - 10% 
Develop and submit prepositioning/readiness funding requests for emergency firefighters staffing and equipment expenses.  Track both 
prepositioning/readiness and suppression expenditures from the state emergency and division preposition/readiness funds.  Ensure wildfire 
incident reports are completed and up to date in the division's fire management system (FMS) database.  Work with district administrative 
management officer to ensure that payments for fire suppression services, equipment, and support made according to division procedures. 
 
Deliver daily guidance to firefighters while providing for safety: 10% 
Give daily work directions for wildfire prevention and suppression/management program activities and projects.  Review emergency 
firefighters daily time sheets ensuring that hours worked, position rates, and fire numbers documentation are correct. 
 
Coordinate instruction of wildland fire suppression classes - 15% 
Arrange and coordinate instructors for and/or teach wildland fire suppression courses for district and volunteer fire department personnel. 
Issue course completion certificates to successful participants.  Maintain an adequate supply of student instructional materials and equipment.
 
Coordinate fire department responses to wildfire incidents in accordance with state statues and firefighters/public safety standards - 5% 
Request fire department personnel and equipment to assist with responses to wildfire incidents within or close to their jurisdiction.   
Complete resource orders and review reimbursement requests submitted by fire departments in accordance with JPAs.  Enroll, as 
appropriate, county and municipal fire departments in the New Mexico Resources Mobilization Plan and assist with corresponding 
documentations. 
 
Manage the district's Federal Excess Personal Property (FEPP) program - 5% 
Maintain inventory records in the FEPMIS database in accordance with US Forest Service FEPP procedures.  Conduct annual FEPP 
inventory field verifications.  Screen and place new FEPP equipment where appropriate.  Dispose of excess FEPP equipment following US 
Forest Service FEPP procedures. 
 
Complete forest management and wildfire planning projects to improve natural resources and mitigate risks from wildfires - 5% 
Assist landowners to meet their objectives for forest/resource health and manipulation of existing vegetation.  Develop and assist with 
implementation or prescribed fire plan for private landowners, State Land Office, and governmental cooperators.  Develop structure 
protection and evacuation plans for wildland urban/interface areas.

Section 5: Employee Signature

Employee Signature: (required if 
position is filled) Date:
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Section 8: Agency Justification and Signatures
Position Number:00005329

Requesting Manager/Supervisor 
Signature:

Print Name: Arnie Friedt/Laura F. McCarthy                           Date:

HR Manager Signature:

Print Name: Date:

Agency Budget/CFO/ASD Director 
Signature:

Print Name: Date:

Cabinet Secretary/Agency Head 
Signature:

Print Name: Date:

SPO / DFA Only Below:

SPO Consultant Signature:

Print Name: Date:

DFA Approval Attached: Yes

SPO Director/ Designee Signature:

Print Name: Date:

Final Approval Date:

Alternative Recommendation Made

Comments:

Arnie FrF iedt/Laura F M 4-13-2022
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Section 9: Essential functions/ADA physical requirements - all requirements are subject to possible modification to reasonably accommodate 
individuals with disabilities. Individuals who pose a direct threat or significant risk to the health or safety of themselves or others in the 
workplace, if that risk cannot be eliminated or reduced by reasonable accommodation, will not be considered qualified for employment. 

Check essential physical requirements of the job (those that cannot be delegated to a co-worker):

Visual acuity - how often: F: Frequent 34%-66% of time Seeing - how often: F: Frequent 34%-66% of time

Climbing - how often: O: Occasion up to 33% of time Kneeling - how often: O: Occasion up to 33% of time

Standing - how often: F: Frequent 34%-66% of time Pulling - how often: O: Occasion up to 33% of time

Tactile sense - how often: O: Occasion up to 33% of time Hearing - how often: F: Frequent 34%-66% of time

Balancing - how often: O: Occasion up to 33% of time Crouching - how often: O: Occasion up to 33% of time

Walking - how often: F: Frequent 34%-66% of time Repetitive - how often: F: Frequent 34%-66% of time

Talking - how often: F: Frequent 34%-66% of time Grasping - how often: O: Occasion up to 33% of time

Reaching - how often: F: Frequent 34%-66% of time Pushing - how often: O: Occasion up to 33% of time

Stooping motions - how 
often: O: Occasion up to 33% of time

Lifting:
Floor to Waist Waist to Shoulder Overhead Carry 20 feet

Working Conditions - check which working conditions the employee is subject to: 
Physical Conditions:

Extreme temperatures Wet and/or humid Noise Vibration

Hazards:

Mechanical Explosives Radiant energy Chemical

Burns Electrical Other: wildfire & poisonous plants

Atmospheric Conditions:

Fumes Dusts Mites Poor ventilation

Odors Gases Other: smoke

Equipment and tools - list equipment and tools operated and the frequency of use (those that cannot be delegated to a co-worker):

State vehicles: Frequent use of vehicles with statewide travel.

Equipment: Frequent use of PCs, copies, and other office equipment.

Tools: Frequent use of power tools, fire suppression hand tools, chain saws and forestry related fields tools

Other:



Energy, Minerals and Natural Resources Department
Job Information Acknowledgement Form 

Position Title:

Pay Band: Minimum $ Maximum $

Job Status: Perm Term Temp

FLSA Status: FLSA Non- Exempt FLSA Exempt

Travel: None Some Extensive (including weekends/holidays)

Overtime: None Some (including weekends/holidays) Extensive (including weekends/holidays)

Physical Activity: Minimal Moderate Extensive 

Environmental Setting: Office Field Office and Field

Drug Testing: Pre-Employment Random Reasonable suspicion

Required to Accept Geographical Location Change: Yes No

Required to Live on Site: Yes No

Housing Provided: Yes No

Other:

Immediate Supervisor:

Applicant Name (please print):

Acknowledgement of 
Review of Position 
Action Request Form 
(SPO 14-002):

I have been given an opportunity to read the position action request form
(SPO 14-002) which is information regarding the position. I believe I am 
able to perform the essential functions of the job described and have been 
given the opportunity to ask questions. Initial

Compensatory Time 
Acknowledgement:

I voluntarily agree, in lieu of cash compensation, to receive compensatory 
time at a rate of 1.5 for hours worked over 40 hours per work week, if 
covered by Fair Labor Standards Act (FLSA), and a rate of 1.0 for hours 
worked over 80 hours per pay period, if exempt from FLSA. I understand 
under normal circumstances, I must obtain advance approval to work 
beyond 40 hours in a workweek. I also understand it is my responsibility 
to immediately report overtime worked in an emergency situation to my 
supervisor. Failure to seek prior approval or to promptly notify my 
supervisor after an emergency may lead to disciplinary action. Initial

Applicant Signature: Date: 

FORESTER-O

60 18.15 29.04

Vernon Muller

Fitness test, physical, psychological exam and drug tests are required and conditional pending results.  Must 
become a certified Law Enforcement Officer from New Mexico Law Enforcement Academy with one (1) year 
of acceptance to the Academy.

Executive Order-2003- 
030, Information 
Technology Resource 
Policy: Internet, 
Intranet, E-Mail & 
Digital Network Usage, 
and 1.12.10 NMAC:

I confirm that I have read the Information Technology Resources Policy 
and have had an opportunity to ask questions about it. I understand that if 
I fail to abide by the terms of the Information Technology Resources 
Policy, a copy of which has been provided to me, I may be subject to 
disciplinary action. Initial
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