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     Hiring Announcement for: 
 Logistics Assistant 

Kootenai County Fire & Rescue 
 
 

Job Title:                            Logistics Assistant 
Reports To:                        Division Chief of Logistics 
FLSA Status:                       Non-Exempt 
Work Hours:                      40 hours per week, Monday through Friday 
Salary/Benefits:  $51, 828 plus Medical/Dental/Vision/Life; HRA; PERSI Retirement; PTO; Paid Holidays; Cell 

Phone Stipend; Annual Uniform/Tool Replacement Allowance 

 
Important Note: This position is currently funded by a State of Idaho Grant that is annually renewable. 
If the Grant were to expire, this position has the probability of being defunded.  
 
Position Summary:  
Kootenai County Fire & Rescue is looking for a highly motivated individual to be our Logistics Assistant. This 
position is located at our Headquarters building in Post Falls. Working under the direction of the Division Chief 
of Logistics, a Logistics Assistant is responsible for assisting in ordering/receiving and maintaining District 
supplies & inventory and performing station & maintenance duties/repair for the upkeep of facilities, assets, 
and equipment. This position requires a high degree of organization and communication skills.   
 

Essential Duties and Responsibilities: 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily, with 

or without reasonable accommodations. The following duties are representative of the general functions of the 

position, including but not limited to:  

 

• Assist in ordering, receiving, and stocking supplies for the District in an organized manner; 
maintain fleet and facilities inventory of supplies, order and/or report when inventory minimums 
are on-hand. 

• Supply and deliver inventory to District facilities in accordance with policy and procedures. 

• Assist with shipping, receiving, and stocking of supplies & inventory from other government agencies 
(medical supplies, Narcan, etc.).  

• Ensure stock is rotated and expiration dates are tracked and properly disposed; maintain accurate 
records and files. 

• Drive, operate, and maintain all assigned District and Customer apparatus/equipment in 
accordance with policy, procedures, and standards. 

• Perform forklift operations in a safe manner. 

• Perform station and maintenance duties and repair for the upkeep of facilities, assets, and 
equipment. 

• Assist in the relocating and transferring of vehicles and apparatus to and from facilities. 

• Execute the delivery and pick-up of equipment, mechanical parts, etc. to and from facilities. 

• Provide District access to our vendors performing facility maintenance; ensure District security and 
integrity. 

• Report all discrepancies, equipment failures, and/or maintenance issues to the appropriate 
parties and initiate the established process for resolution. 

• Demonstrate the ability to work independently; exhibit good judgment and decision-making skills. 

• Establish and maintain effective interpersonal relationships with coworkers and peers. 

• Maintain a clean and safe working environment. 

• Uphold and promote a positive image of KCFR, internally and externally. 

• Perform all assigned duties/responsibilities in a timely manner; meet necessary deadlines.  
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Qualifications: 
To perform this job successfully, an individual must possess the following abilities/attributes, including but 
not limited to: 
 

• Ability to exercise independent judgment and decision-making skills. 

• Ability to analyze problems and effectively problem solve. 

• Ability to accomplish tasks with minimal direct supervision and perceive what is necessary to be 
successful in the position.  

• Ability to prioritize work assignments and to be detail oriented, punctual, and efficient in their work 
assignments; meet time sensitive goals.  

• Ability to communicate orally and in writing, in a timely and professional manner. 

• Ability to take direction and adapt as situations and circumstances evolve. 

• Ability to work effectively on a team, alongside your peers, or independently. 

• Ability to establish and maintain professional relationships with our internal and external customers, 
vendors, or contractors.   

 
Education, Experience, and Other Position Requirements: 

• Must be at least 18 years of age at the time of application submittal.  

• Must possess a high school diploma or equivalent.  

• US Citizen/Lawful Permanent Resident. 

• Must possess and maintain a valid driver’s license; without any restrictions that would not allow an 
individual to be insured.  

• Associate degree from an accredited college or university preferred, or equivalent combination of 
education and experience.  

• Must possess proficient computer skills, to include MS Office, general databases, and programs.   

• Must possess and provide mechanical tools necessary to accomplish basic repairs. 

• Must complete NIMS ICS 700, 100, and 200 within 6 months of date of hire. 

• Must complete and maintain Forklift Operator certification/license within 6 months of date of hire. 

• Must pass a comprehensive pre-employment background/character investigation, upon a 

conditional offer of employment. A thorough background and character investigation will be 

conducted for the specific purpose of obtaining pertinent data for KCFR to consider in determining 

suitability for employment. Eligible candidates will be requested to authorize a release of personal 

information, including but not limited to: educational, employment history, legal complaints, arrests or 

convictions, and motor vehicle history. KCFR reserves the right to reject any eligible candidate who, 

on the basis of background and character investigation, does not appear to be a suitably qualified 

candidate for the position.  

• Must pass a pre-employment NFPA 1582 medical evaluation, upon a conditional offer of 
employment. 

• Must pass a pre-employment drug screening, upon a conditional offer of employment.  
 
Work Environment:  
The work characteristics described here are representative of those an employee encounters while performing 
the essential functions of this position. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. While performing the duties of this job, the employee regularly 
works inside a standard shop/warehouse environment; occasionally exposed to outside weather conditions, 
including temperature extremes during the day. Individuals are routinely exposed to hearing alarms, machines, 
and hazards associated with the maintenance and repair of heavy apparatus and equipment, including noxious 
odors, fumes, chemicals, solvents and oils. Work is frequently performed under hazardous and adverse 
conditions, including but not limited to proximity to moving mechanical equipment or electrical currents; high 
noise environments requiring hearing protection; elevated heights and confined spaces. The individual will be 
exposed to heights of 14 feet frequently and heights up to 120 feet are probable. 
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Physical Demands:  
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 routinely required to see; drive; sit; speak; hear; smell; stand; walk; balance; stoop/bend; 
kneel/squat; slide; crouch; crawl; use of hands and fingers to feel, handle, lift, pinch, push, pull, grip, carry, 
climb, spray; or operate objects, tools or controls; and reach with hands and arms away from the body and 
over-head and repetitive and sustained motions. The individual must regularly lift or move up to 25 pounds 
and seldom lift or move 50(+) pounds. Specific vision abilities required by this job include close vision, distance 
vision, color vision, peripheral vision, depth perception and the ability to adjust focus. Ability to move and 
manipulate equipment and tools to perform preventative and regular maintenance for sustained periods. Be 
mentally acute and aware of their environment, duties, and responsibilities at all times.  
 
Application Process:  
If you are interested in pursuing this exciting career opportunity, submit the following required items by the 
application deadline:  
 

• KCFR Employment Application  

• Curriculum Vitae (CV) or Resume 

• Cover Letter – outlining your interests in this position, qualifications, and experience 
 

Applications and information can be obtained on our website at www.kootenaifire.com 
 

Application Deadline: March 13, 2024 by 4:00 PM (PT) 
 

Kootenai County Fire & Rescue – Headquarters 
5271 E Seltice Way 
Post Falls, ID 83854 

Attn: Jayme Nipp, HR Department 
Email: jnipp@kootenaifire.com 

 
Automatic Disqualifies from Employment: Falsification of application materials, incomplete application 
materials, or lying during any state of the hiring process.  
 
This position is open until filled; review of applications will be 3/14. Only the most qualified applicants 
with the most relevant experience and/or education will be invited to continue in the selection process. Eligible 
internal candidates will be given first consideration. All final offers of employment are made by the Fire Chief 
and are contingent upon the successful completion of a thorough background/character investigation and drug 
screening at KCFR expense. If special accommodations are necessary at any stage of the selection process, 
please contact Jayme Nipp at jnipp@kootenaifire.com immediately. KCFR conducts the following as part of 
our hiring process:  
 
Application Packet Review:    
This initial review will determine if the documentation you submit validates that you have the minimum 
qualifications, education/experience, and other requirements of the position. Be certain to fully document your 
knowledge, skills, and experience that qualify you for this position.  
 
Oral Board Interview:  
This phase of the process will be an interview before a panel of KCFR members. The oral boards are designed 
to aid in the determination of a candidate’s job specific abilities, knowledge, communication skills, and 
motivation for the position.  
 

 
 

Kootenai County Fire & Rescue is an Equal Opportunity Employer who supports Workforce Diversity.  
We comply with the Americans with Disabilities Act (ADA). 
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