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PROFESSIONALISM ~ INTEGRITY ~ COMPASSION
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The organization is the largest independent fire district in the State of Florida, providing emergency
response and life safety services to the Chokoloskee, Everglades City, Golden Gate, East Naples, Isles of
Capri, Port of the Islands, and surrounding communities. The Fire District is governed by a Board of five
elected Fire Commissioners, and proudly staffs 250 uniform firefighters and civilian support staff. The Fire H
District deploys emergency apparatus from 15 fire-rescue stations. In addition, the Fire District managesa
variety of support operations from six additional facilities including Administration, Fire & Life Safety,
Training and Special Operations, Logistics, and Fleet Maintenance. I
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Our fire service professionals provide services to more than 160,000 residents living and working within
the District’s 1,512 square miles.
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Mission, Vision, Values

The Greater Naples Fire Rescue

District is a high performance emergency
service provider. Our MISSION is to
protect life and property by providing
emergency response services and education
for the residents, businesses and visitors of
our community.

Our VISION is to increase response
effectiveness, enhance professionalism and
operational efficiencies and use taxpayer
dollars responsibly, while holding
ourselves accountable to earn your trust.
This vision guides us daily as we serve our
community and visitors.

The Fire District’s core VALUES include
Professionalism, Integrity and Compassion.
Our membership strives to meet these in
every aspect of their service delivery and
community outreach.




GREATER NAPLES FIRE RESCUE DISTRICT
ADMINISTRATIVE ASSISTANT

®

The Administrative Assistant is responsible for performing operational and administrative
assistance in support of the District. Work involves preparing a variety of documents such as
operational and administrative forms, reports, records, and summaries; entering data and
retrieving information from department databases; maintaining automated and manual files;
assisting callers, customers and/or visitors; providing information and explaining policy and
procedures; and performing routine clerical duties.

Minimum Starting Salary- $41,990 Full time employees are eligible for additional pay based
on certificates and education. Attractive benefits package including, medical, dental, vision,
life insurance, short/long term disability, paid time off, and inclusion in the Florida
Retirement System.

Visit www.GreaterNaplesFire.org

While on the home page, click on the Resources tab.

On the drop down, click on Employment Opportunities.

Read over the document pertaining to the position and click on the application.

Submit your completed employment application along with a cover letter, resume, and
certifications.

All Applications must be hand delivered or mailed in a sealed envelope to Greater Naples
Fire Rescue District Attn: HR Director 14575 Collier Blvd. Naples, FL 34119
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https://www.greaternaplesfire.org/wp-content/uploads/2025/01/Certified-Application.pdf

GREATER NAPLES FIRE RESCUE DISTRICT
ADMINISTRATIVE ASSISTANT

Position Requirements

= High school diploma or equivalent required; Associate’s degree in business, education or public

administration or related field is preferred.

= Minimum (4) years of progressively responsible experience in office administration, or any

equivalent combination of education, training, and experience
= Proficient in Microsoft Word, Excel, and PowerPoint and able to learn new software
= Proficient in creating complex spreadsheets, documents, and databases

= Must possess and maintain a valid Florida Driver license, class “E” and a driving recordwhich meets

or exceeds minimum the District’s driving standards

Additional requirements if selected will include: background check, submitting a Driver’s License record,

and drug screening.

Application Deadline

GREATER NAPLES

FIRE RESCUE
DISTRICT
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