
 

 

EMERGENCY PROGRAM COORDINATOR / AIRPORT ADMINISTRATOR 

EXEMPT POSITION (21 HOURS PER WEEK) 

The Emergency Program Coordinator is responsible for the coordination of the Town of Oliver’s 
Emergency Plan including emergency preparedness, response and recovery activities. This role will 
oversee emergency management training and exercises; set-up and maintain an Emergency Operations 
Centre (EOC); and create and maintain relationships with a variety of stakeholders who might be 
involved in an emergency such as government agencies, community groups, staff, volunteers and private 
organizations. The Emergency Program Coordinator ensures that emergency planning responsibilities as 
set out in the BC Emergency Program Act, the Town of Oliver Emergency Plans are met. 
  
The Airport Administrator role would include administrative duties for the Oliver Airport in issuing 
NOTAMs, managing users such as hangar leaseholders, BC Wildfire Service, coordinating maintenance 
schedules for public works, conducting facility inspections, controlling foreign object debris, and primary 
contact for lease queries and renewals and disputes.   
 
Qualified candidates have completed a certificate in Emergency Management or equivalent combination 
of education and experience.  Three years’ experience in emergency preparedness, response or recovery 
sector, and ideally with experience in volunteer management and/or training delivery.  Strong 
understanding of Emergency Operations Centre operations, including the British Columbia Emergency 
Management System (BCEMS) and Incident Command System.  Strong computer skills with the ability 
to learn new and changing emergency management technology; and the ability to conduct research and 
prepare correspondence, reports, grant applications and public education.  It would be beneficial if the 
candidate has airside operation experience. 
  
As a requirement of the position, the successful applicant must be able to work extended hours in the 
event of a major emergency and must hold a valid class 5 BC driver’s license, provide a satisfactory 
driver’s abstract and a satisfactory Criminal Record Check prior to beginning employment. 
 
Qualified individuals are invited to submit their applications (cover letter and resume) to: 
 

careers@oliver.ca 
Town of Oliver | 6150 Main Street, PO Box 638 | Oliver, BC  V0H 1T0  

 
We sincerely thank all candidates for their interest; however only those selected for an interview will be 

contacted and the position may r emain open until filled. 
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