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September 4, 2020 

 
Stephen Chambers, Mayor 
Hartsville-Trousdale County 
328 Broadway  
Hartsville, Tennessee 
 
Dear Mayor Chambers: 
 
Thank you for entrusting the University of Tennessee Municipal Technical Advisory Service 
(UT-MTAS) and I to serve the needs of your fire department and the county through the 
development and facilitation of a candidate assessment center for the position of Fire Chief 
for the Hartsville-Trousdale County Fire Department. 
 
This report outlines the specific processes and measures that are planned to be employed to 
assess the competencies of the candidates invited to participate in the Fire Chief Assessment 
Center. 
 
Application/Resume Packet: Mayor Chambers will advertise the position and accept 
application packets for this position as is the practice for other positions that Hartsville-
Trousdale County has vacancy. 
 
Application/Resume Review: Once the deadline to submit application packet has passed, UT 
MTAS Fire Management Consultant Steven Cross will review each of the application 
packets/resumes. This review will be to ensure that minimum requirements are met and that 
each packet is scored based on the candidates’ experience, certifications, education, and/or 
professional designations. 
 
Assessment Panel Recruitment: UT Fire Management Consultant Steven Cross will recruit 
assessment panelist.  Each panelist will be vetted to ensure minimal knowledge of and 
interaction with the Hartsville-Trousdale County Fire Department. Each will have a proven 
progressive fire service track record and expertise in leading volunteer fighters. 
 
Hartsville-Trousdale County Representatives: UT Fire Management Consultant Steven 
Cross recommends that the government have representative(s) to witness the process such 
as the Mayor and/or Human Resource Director. These representatives(s) will not rate the 
candidate but instead witness the process to gain knowledge of each candidates’ performance 
during the assessment center. 
 
Assessment Panel/Government Representative Training: UT Fire Management 
Consultant Steven Cross will provide training to ensure every rater is familiar with the 
process, the measures, and the rating system prior to the assessment center. 
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Assessment Measures/Activities: 
 

The Structured Interview–The structured interview is a scripted interview process 
as to where all candidates are asked the same questions by the same person. Interview 
questions are crafted to gain information from each candidate as to their experience 
in nine competency categories. Each candidate’s response is rated based on the 
criteria set for each question. Each candidates’ final ratings are a consensus rating of 
the panelist. 
 
Emergency Incident/Tactical Problem: The emergency incident/tactical problem 
gives each candidate the opportunity to demonstrate their ability to manage an 
emergency incident. The activity is completed in a simulation environment like a 
tabletop exercise would be conducted. The rating sheet for this activity is based on 
accepted national incident command practices and fire service incident benchmarks. 
 
Role Play/Simulation: The role play simulation exercise will consist of the candidate 
being presented with facts and/or a situation that must be presented to a group of 
people, employees, and/or etc. The candidate is rated based on the content of their 
presentation and their ability to communicate effectively to the group. This activity 
will measure the candidate’s experience in 3-4 competency categories based on the 
activity selected. 

 
Competency Categories: 
 
Each fire chief candidate will be rated on their experiences and responses based on nine 
competency categories. The definition associated with each of these categories is customized 
for your position and scope of responsibility. Each of the categories will have a defined 
acceptable and outstanding criterion for the raters to compare them to. The nine categories are 
as follows: 
 

Management Principles: The candidate has general knowledge of, and experience 
in, the principles necessary to assist effectively in leading a small to medium size fire 
department. The candidate should have adequate experience and professional 
credentials to fully understand fire related regulations and standards, finance, 
personnel practices, and short/long-range planning. 
 
Current Legal Issues: The candidate is familiar with current legal issues affecting 
personnel, risk management, and general fire service administration. 
 
Technological Resources: The candidate should be familiar with the use of the 
technology resources of the government.  Has considerable knowledge of technology 
systems interrelations, including hardware, software, peripherals, communications 
systems, and personal computers.  This knowledge should include both current and 
emerging technology, including the ability to analyze and present data and use 
modern office equipment. 



4 

 
 
 

 

Interpersonal Skills: The candidate will have excellent interpersonal skills; 
including the ability to communicate clearly and consistently, both verbally and in 
writing, with all levels of the department, other city departments, area fire 
departments, as well as a diverse community.  The candidate must be able to respect 
diversity and deal professionally and tactfully with elected officials, the public, and 
the media even while functioning in stressful situations. 
 
Analytical Skills: The candidate will have the skill to conduct research, analyze data 
and develop proposed solutions.  The candidate must have the ability to define complex 
problems, collect data, establish facts, and draw valid conclusions. The candidate must 
possess the ability to interpret an extensive variety of technical instructions and deal with 
several abstract and concrete variables. 
 
Management Skills: The candidate will have excellent management skills to lead and 
administer the operation of the fire department and efficiently manage all departmental 
resources. The candidate must possess the ability to delegate, to motivate self and others, 
to analyze and interpret data, and to be a good steward of the department resources and 
standing in the community. The candidate should demonstrate the ability to maintain 
situational awareness and to be a consensus builder. The candidate should have the ability 
to be responsible for assigned fire department programs. Develop and implement 
short/long-term goals for the department as necessary to ensure operational readiness. 
 
Motivation to Achieve: The candidate is a proactive self-starter with a strong desire 
for achievement, taking the initiative with little direction from a supervisor. The 
candidate must demonstrate the ability to motivate others.  Broad characteristics 
must include high ethical standards and responsiveness to employees and 
community. The candidate knows how to keep abreast of changes in policy, methods, 
computer operations, equipment needs and policies as they pertain to departmental 
operations and activities. 
 
Work Habits: The candidate will be consistent and dependable, ensuring that the 
department members adhere to department and city rules and regulations. The 
candidate must possess a broad range of positive work habits.  The candidate must 
be a positive role model to employees and citizens.  Other habits include effective 
communications, organizational/planning skills, and the ability to set/meet 
challenging professional goals. 
 
Teamwork and Cooperation: The candidate must be able to work in a team 
environment within different functional areas, both within the fire department and 
local government in general.  The candidate must be able to develop positive 
relationships with a wide range of stakeholders both inside and outside the 
organization, such as community groups and other agencies. 
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Final Report: 
 
After the conclusion of the assessment center, UT Fire Management Consultant Steven Cross 
will develop a report of the processes, ratings, and findings of the assessment center. The report 
will detail the candidates rating on their resume, their individual competency categories, and 
their overall rating for the assessment center. The report does not specify who to offer the 
position to; just arms the Mayor and other elected officials will a significant amount of 
information on each candidate’s experience and performance during the assessment center 
process. The “Best Fit” candidate is usually the candidate that rates at or above 2.00 on each 
measure as well as earns an overall rating of 2.00 or greater. 
 
Sample Data from Report: 
 

Narratives and graphics to illustrate every aspect of the assessment center and each candidate’s 
performance. 
 

Graphic Depicting Overall Rating-Candidate 1-4 

 
 

Graphic Depicting Overall Rating on Each Activity 

 
 

Spreadsheet Graphic-Structured Interview Nine Competency Categories 

 

Name
Management 

Principles

Current 
Legal 

Issues

Technology 
Resources

Interspersonal 
Skills

Analytical 
Skills

Management 
Skills

Motivation to 
Achieve

Work 
Habits

Team Work / 
Cooperation

2.40 2.25 2.15 2.20 2.70 2.35 2.40 2.30 2.30
2.70 2.60 2.65 2.75 2.50 2.60 2.65 2.60 2.60
2.70 2.60 2.45 2.45 2.75 2.55 2.50 2.47 2.55
2.60 2.40 2.30 2.40 2.10 2.40 2.50 2.45 2.40
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In summary, the UT MTAS assessment center is a valid, systematic, and proven process to 
identify the top candidates for your position. The assessment center uses multiple trained 
assessors rating candidates on multiple valid measures. UT MTAS consultants are experienced, 
and professionally trained facilitators that effectively manage the process from start to finish. 
 
Thank you for entrusting the University of Tennessee Municipal Technical Advisory Service 
(UT MTAS) and myself to assist you in first understanding then facilitating the assessment 
center process to identify your next fire chief. Please contact us anytime UT MTAS and/or I may 
be of assistance. 
 
Sincerely, 
 
 

 
 
Steven E. Cross 
University of Tennessee 
Fire Management Consultant 
 

 


