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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: 00038397

Classification: Forester - A Classification:

Job Code: F1032A Job Code:

Working Title: Crew Supervisor Working Title:

Bargaining Unit: Not Covered Bargaining Unit:

Pay Band: 65 Pay Band:

Department # & 
Name: 0412100000 Wildfire Response Program Department # & 

Name:

Location & 
Location Code 119-150030 SF-Main Office Building Location & 

Location Code

Shift: 1 Shift:

PT FT PT FT

Reports to: 000005286 Reports to:

Funding Source: General Fund/Federal Funding Funding Source:

FTE: 1 Supervisory Level: G Supervisory Level: FTE:

FLSA Status: Non Exempt FLSA Status:

Short Title: 10 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 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 )

The purpose of this position is to coordinate and supervise a 10-20 person fire crew on Wildland Fire, Planned Fire (Rx), and thinning 
projects.   Assist in the operations of the Inmate Work Camp in Los Lunas, New Mexico as needed. Ensure the application of policies, 
procedures and laws relating to the use of fire fighters to conduct emergency activities and natural resource projects. Provide professional 
training, development of  National Wildfire Coordinator Group (NWCG) redcarded fire fighters and technical assistance to Forestry 
Employees and cooperators.  This program is designed as a significant work force in the maintenance, protection, and improvement of our 
state and federal natural resources.  The program was developed through the combined efforts of the Energy, Minerals and Natural 
Resources Department –Forestry Division (EMNRD) and the Department of Military Affairs, and in cooperation with state, federal and local 
governments.  Forestry Division is responsible for supervision of the program, training and equipping work crews, planning and coordination 
of suppression activities with cooperating land management agencies.  Operate as a crew supervisor, leading, managing and transporting fire 
crew members to and from emergency assignments and project work.  Providing for the safety, wellbeing and oversight of the crews during 
emergency operations and project work

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

Job Assignment Area #1: Responsible for the daily supervision of crew members - 50% 
1. Provide direct supervision of assistant crew boss and ten member crews   
2. Conduct on the job training (OJT) along with tailgate safety briefings, after action reviews and document them.   
3. Transport crews to and from assigned fires/trainings/projects in safe and timely manner while maintaining a CDL.      
4. Ensure that crew members are issued and have the required safety equipment.   
5. Compile daily/weekly/monthly reports and submit to Camp Supervisor.    
6. Act as a NWCG crew boss responsible for crew members assigned.    
7. Ensure that 10 person crews are ready for mobilization in two hour time frame.   
8. Ensure that NWCG crew standards are met and qualifications are in line with PMS 310-1.    
9. Ensure fire fighters have required NWCG and EMNRD training 
10. Assist with formulating crew Standard Operating Procedures (SOP's) consistent with departmental, division, and federal procedures 
11. Assist with formulating the Returning Heroes Program policies and procedures and ensure that they and associated Division and 
Departmental policies are adhered to and followed. 
12. Maintain and implemented the 10 Standard Fire Orders, 18 Watch Out situations, and ensure LCES is maintained at all times during all 
operations. 
13.  Ensure the safety and well being of yourself, crew members, and associated personnel during all operations. 
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14. Communicate any personnel issues to camp supervisor  
15. Enter and update monthly project accomplishments into OARS for projects that you are assigned and responsible for daily, weekly and 
monthly.  
16. Maintain complete and accurate time reporting for all subordinates and conduct performance evaluations on a weekly/monthly basis.  
17. Maintain patience, have a positive attitude and be leader, mentor and motivator for you co-workers and crews on a daily basis.   
18. Conduct daily, weekly tailgate safety briefings to optimize safety. Completed tailgate safety briefings will be turned in monthly to the 
Camp Supervisor.  After Action Reviews (AAR's) should be conducted daily and weekly as well. 
 
Job Assignment Area #2: Maintain grounds, equipment and buildings -   25% 
1. Ensure fire fighters and Division personnel have required NWCG and EMNRD training. 
2. Ensure that the grounds at the facility are maintained, clean of all trash and weeds and debris.   
3. Ensure tools are serviced and repaired to good operating condition after use or when damaged.     
4. Assist in the daily/weekly/monthly inspection of vehicles per Forestry Division Policy and Procedures.    
5. Ensure that vehicles and grounds are in a clean and in operating order.  
6. Ensure that crew accountability is in place. 
7. Ensure crew readiness by March 1st of each year and crew members have been selected and ready for assignment. 
8. Ensure parking areas for public, clients, staff are orderly, maintained and accessible. 
9. Ensure facilities are clean and orderly weekly, develop a rotational cleaning schedule for all buildings. 
10. Track all tools and equipment utilized for ground and facility maintenance, develop equipment and supply needs and provide costs and 
bid proposal for purchase of tools, equipment and supplies. 
11. Ensure all tools and equipment are maintained and appropriate for the associated tasks. 
12. Maintain training materials and ensure adequate amounts are available at all times.  
 
Job Assignment Area #3: Work on projects, Division programs, WUI and Hazardous fuels reduction projects as requested - 15% 
1. Provide training to Division staff, veteran firefighters, fire departments and Inmates.  
2. Assist Inmate Work Camp with projects as requested.   
3. Provide supervision to support staff, division staff and cooperating agencies to ensure a secure, safe work environment on projects.   
4. Support IWC program as requested. 
5. Ensure project work is completed in compliance with cooperator or district project work plans, budgets, and schedules.  Anticipate any 
issues and have alternative plans, recommendations, or actions to mitigate these issues. 
6. Every effort should be make to take out a complete 10-person module and be out of the camp facility before 0700. 
7. Obtain accurate monthly billing accountability and crew activity in Outlook Calendars on a daily basis. 
8. Daily accomplishment logs and vehicle inspection forms should be submitted to camp supervisor in a timely and accurate manner. 
9. Communicate any issues to Camp Supervisor  
 
Job Assignment Area #4: Coordinate the maintenance and repairs to fleet vehicles and purchasing - 10% 
1. Coordinate with Lead squad Boss to replace broken or worn equipment. 
2.  Prepare agreements and develop project plans.    
3. Assist in the monthly inspection of vehicles following Policy and Procedures and maintain vehicle in proper and safe working order.    
4. Ensure that crew manifests and crew weight meets NWCG standards.   
5. Ensure that crews meet Type 2 IA standards. 
6. Ensure that vehicles are maintained to DOT standards.  
7. Assign equipment inventory control, chainsaw control, vehicle maintenance schedule, and office cleaning rotation to assistant crew bosses.
8. Conduct daily, weekly, monthly vehicle inspections and report any mechanical issues expediently, formulate bids and associated costs for 
repair and ensure vehicles are maintained and repaired in accordance to manufacturer and program recommendations.

Section 5: Employee Signature

Employee Signature: (required if 
position is filled) Date:
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Section 8: Agency Justification and Signatures
Position Number:00038397

Requesting Manager/Supervisor 
Signature:

Print Name: Steven Griego/Laura F. McCarthy                           Date:

HR Manager Signature:

Print Name: Gisele Jacobs Date:

Agency Budget/CFO/ASD Director 
Signature:

Print Name: Matthew Lovato Date:

Cabinet Secretary/Agency Head 
Signature:

Print Name: Todd E. Leahy 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:

2-2-2023
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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-A

65 21.13 33.81

Possibility of duty station moving

Steven Griego
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