
February 

 

Fire Chiefs Update 

Consent Report  

 

Fourth Seat Coverage    

January 50% of the time we had at station 36 (on duty) 

  December coverage was 50% 

Recruitment Report 

0 Ready for approval at February Meeting 

8 Applications/Inquiries In process, not ready for approval 

-Total Volunteers    

 February – 42 

January - 43  

 

Call Volume Report –see attached  

January call volume calls for service 239 

Year to date call volume 239 calls for service 

Calls as of this time last year 218 
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Transactions from 12/1/2022 to 12/31/2022
Treasurer's Report

Island County, WA

638 - FIRE DIST #3 EXPENSE

3,313,701.78Cash Balance at 11/30/2022

0.0014,338.17WARRANTS PAID12/01/2022
0.0091,915.60WARRANTS PAID12/02/2022
0.0037,499.45WARRANTS PAID12/05/2022
0.007,595.48WARRANTS PAID12/06/2022
0.003,999.41WARRANTS PAID12/07/2022
0.00643,331.54WARRANTS PAID12/08/2022
0.0075,588.37WARRANTS PAID12/09/2022

47,106.360.00WARRANT ISSUE12/09/2022
656,565.360.00WARRANT ISSUE12/09/2022

0.00136.62WARRANTS CANCELLED12/09/2022
0.002,051.17WARRANTS PAID12/12/2022
0.001,450.62WARRANTS PAID12/13/2022

54,297.880.00WARRANT ISSUE12/14/2022
0.0011,762.90WARRANTS PAID12/14/2022

19,029.260.00WARRANT ISSUE12/15/2022
0.0015,344.09WARRANTS PAID12/15/2022
0.0023,628.52WARRANTS PAID12/16/2022
0.009,533.07WARRANTS PAID12/19/2022
0.006,498.83WARRANTS PAID12/20/2022
0.009,219.90WARRANTS PAID12/21/2022
0.0020,654.09WARRANTS PAID12/22/2022
0.003,551.16WARRANTS PAID12/23/2022
0.004,144.03WARRANTS PAID12/27/2022
0.00348.44WARRANTS PAID12/28/2022
0.0011,207.33WARRANTS PAID12/29/2022
0.00165.72WARRANTS PAID12/30/2022

774,290.100.00WARRANT ISSUE12/30/2022
36,995.770.00WARRANT ISSUE12/30/2022

594,320.221,588,284.73Warrant Payable Total 993,964.51

283.660.00KYSOUTH WHIDBEY F FD#3 DEPOSIT12/13/2022
225.000.00WBSOUTH WHIDBEY F FD#3 DEPOSIT12/13/2022

0.002,389.24Distribute DEC 22 COMP Tax12/31/2022
24,235.580.00DEC 22 PROP TAX DISTRIBUTION12/31/2022
2,389.240.00Distribute DEC 22 COMP Tax12/31/2022

90.560.00NOV 2022 LEASEHOLD COLLEX12/31/2022
1,621.510.00ICTIP INV INTEREST - DEC 202212/31/2022

26,456.3128,845.55Revenue Total 2,389.24

0.00185,000.00FD#3 ISLFIR17 PRINC12/01/2022
0.0067,080.00FD#3 ISLFIR17 INT12/01/2022
0.0021,941.57FD#3 IRS12/01/2022
0.002,054.48FD3 DRS12/06/2022
0.0047,106.36WARRANT ISSUE12/09/2022
0.00656,565.36WARRANT ISSUE12/09/2022

136.620.00WARRANTS CANCELLED12/09/2022
0.0054,297.88WARRANT ISSUE12/14/2022
0.0019,029.26WARRANT ISSUE12/15/2022
0.0020,141.43FD#3 IRS12/15/2022
0.0034,136.52FD3EX DRS12/16/2022
0.0026.00STOP PMT FEE W#66122612/16/2022
0.0026.00STOP PMT FEE W#66135212/16/2022



Transactions from 12/1/2022 to 12/31/2022
Treasurer's Report

Island County, WA

638 - FIRE DIST #3 EXPENSE

0.0060,000.00FD3EX PAYROLL12/28/2022
0.002,313.48FD3 DRS12/29/2022
0.00774,290.10WARRANT ISSUE12/30/2022
0.0036,995.77WARRANT ISSUE12/30/2022
0.001,597.1412.13 FD3 DOR PMT12/31/2022

-1,982,464.73136.62Expenditure Total 1,982,601.35

1,952,013.58

1,952,013.58

0.00

Calculated Total

Book Total

Ending Cash Balance

Difference



Transactions from 12/1/2022 to 12/31/2022
Treasurer's Report

Island County, WA

641 - FIRE DISTRICT #3 BOND

86.60Cash Balance at 11/30/2022

86.60

86.60

0.00

Calculated Total

Book Total

Ending Cash Balance

Difference



Transactions from 12/1/2022 to 12/31/2022
Treasurer's Report

Island County, WA

641 - FIRE DISTRICT #3 BOND

1,952,100.181,952,100.18 Difference 0.00Book TotalCalculated Total



 
 
 
 
 

 

SOUTH WHIDBEY FIRE / EMS 
5579 Bayview Road  Langley, WA 98260 

(360)321-1533  Fax (360)321-9385  www.swfe.org 

Serving the communities of Bayview - Clinton - Freeland - Langley - Maxwelton – Saratoga 
Our mission: “To protect and prepare the South Whidbey community through service and education.” 

 
 
 

Commissioners 
Jim Towers 
Michael Noblet 
Savannah Erickson 
   
 
Fire Chief 
Nicholas Walsh 
chief@swfe.org 
(360)321-6061 
 
 
Operations 
Deputy Chief 
Terry Ney 
ops@swfe.org 
(360)321-2546 
 
 
Resource  
Deputy Chief 
Jon Beck 
resource@swfe.org 
(360)321-2147 
 
 
Training 
Division Chief 
Joseph Dilley 
training@swfe.org 
(360)321-2645 

 
 
Records 
Records Officer 
Vicki Lange 
records@swfe.org 
(360)222-5011 
 
 
Finance 
Finance Officer 
Linda Mazeres 
finance@swfe.org 
(360)222-5012 
 
 
Admin Specialist 
Kelly McDonald 
info@swfe.org 
(360)222-5013 

Expenditure Approval Document 
Date of Approval: February 9, 2023    

Fund: 638 
Warrants Approved from December 31, 2022-January 26, 2023 

 
Date Check  Vendor   Amount   

12/31/2022 662102-662104 Payroll Liabilities $36,995.77 
01/12/2023 EFT Payroll $62,314.53 
01/19/2023 662105-662114 Accounts Payable $207,560.71 
01/26/2023 EFT Payroll $55,686.31 

  Total Warrants Approved  $362,557.32 
 

I, the undersigned, do hereby certify under penalty of perjury that the materials have been furnished, the services 
rendered, or the labor performed as described herein, that any advance payment is due and payable according to a 

contract or is available as an option for full or partial fulfillment of a contractual obligation and that the claim is a just, 
due and unpaid obligation against South Whidbey Fire/EMS, and that I am authorized to authenticate and certify to said 

claim.    
 
 

Finance Officer:______________________         Fire Chief:________________________   
   Kathryn Nguyen     Nick Walsh 
 

 
Commissioner:______________________           Commissioner:________________________   
   Michael Noblet      Savannah Erickson 
 
 
Commissioner:______________________      
   Jim Towers  
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SOUTH WHIDBEY FIRE/EMS 
RESOLUTION NO. 2023-02 

Closing 2022 Budget 
  
WHEREAS, The Commissioners of South Whidbey Fire/EMS recognize the need for a smooth transition 
from one budget year to the next;  
  
 
NOW THEREFORE, BE IT RESOLVED that the Board of Fire Commissioners of South Whidbey 
Fire/EMS hereby accepts the following: 
 

• Accepts the ending balance of each fund as follows:  
 General Fund: $1,952,013.58 
 Capital Fund: $1,208,387.51 
 Contingency Fund: $0.00 
 Reserve Fund: $0.00 

TOTAL Funds: $3,160,401.09 

• Closes the 2022 Fiscal Year Budget to all future transactions.  
 
Approved in the regular meeting of the Board of Fire Commissioners on February 9th, 2023. 
 

  
 
      ___________________________________ 

Jim Towers, Chairman 
 
 

      ___________________________________ 
Michael W. Noblet, Commissioner 

 
 
      ___________________________________ 
      Savannah Erickson, Commissioner 
 
Attest: 
 
 
______________________ 
Kathryn Nguyen,  
Secretary to the Board 
 



SOUTH WHIDBEY FIRE/EMS 
RESOLUTION NO. 2023-03 

Finalizing 2023 Budget   
  
WHEREAS, The Commissioners of South Whidbey Fire/EMS recognize the need for a smooth transition 
from one budget year to the next;  
  
 
NOW THEREFORE, BE IT RESOLVED that the Board of Fire Commissioners of South Whidbey 
Fire/EMS hereby accepts the following: 
 

• Accepts the beginning balance of each fund as follows:  

• General Fund: $1,952,013.58 

• Capital Fund: $1,208,387.51 

• Contingency Fund: $0.00 

• Reserve Fund: $0.00 
TOTAL Funds: $3,160,401.09 

• Accepts the 2023 Finalized Expenditure Budget as presented below. 
 
Approved in the regular meeting of the Board of Fire Commissioners on February 9th, 2023. 
 

  
          
      ___________________________________ 

Jim Towers, Chairman 
 
 

      ___________________________________ 
Michael W. Noblet, Commissioner 

 
 
      ___________________________________ 
      Savannah Erickson, Commissioner 
 
Attest: 
 
 
______________________ 
Kathryn Nguyen,  
Secretary to the Board 
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SOUTH WHIDBEY FIRE/EMS 
RESOLUTION NO. 2023-04 

AMENDING THE 2023 APPROVED BUDGET 
 

WHEREAS, The Board of Fire Commissioners of South Whidbey Fire/EMS, in its duties to the 
District, has reviewed the remaining approved 2022 budget expenses that were delayed, 
NOW THEREFORE, BE IT RESOLVED that the Board of Fire Commissioners of South Whidbey 
Fire/EMS hereby adopts to amend the established 2023 budget by including the unpaid remaining 
approved 2022 expenditures. 
 
ADOPTED at the regular meeting of the Board of Fire Commissioners on February 9, 2023.  

  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ATTEST:  
  
  
By ___________________________  
Kathryn Nguyen, District Secretary  

 _______________________________  
 Jim Towers, Chairman 
  
  
 _______________________________  
Michael W. Noblet, Commissioner 
  
    
 _______________________________  
Savannah Erickson, Commissioner  



A RESOLUTION AMENDING LINE ITEMS WITHIN THE 2023 BUDGET 
Resolution 2023-04 (Continued) 
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 Account Current Carryover New 

522.10.20.50 Tuition Reimbursement 
admin 

 $                  -     $      2,500.00   $      2,500.00  

522.10.35.20 Software  $      1,375.00   $      5,405.00   $      6,780.00  

522.10.35.30 Computer Hardware  $    11,097.40   $      1,100.00   $    12,197.40  

522.20.28.10 Recognition Awards  $      7,620.00   $      2,200.00   $      9,820.00  

522.20.28.20 Special and Recognition 
Activities 

 $    11,145.00   $      1,600.00   $    12,745.00  

522.20.35.50 Communications Equipment  $         300.00   $  192,000.00   $  192,300.00  

522.20.35.60 Personal Safety Equipment  $    53,635.00   $  112,490.00   $  166,125.00  

522.45.35.10 Fire training equipment  $                  -     $    11,627.00   $    11,627.00  

522.60.48.10 Fire Equipment Repair & 
Maint 

 $    28,227.04   $      2,800.00   $    31,027.04  

522.60.48.11 Fire Apparatus Repair & 
Maint 

 $    50,020.00   $    12,500.00   $    62,520.00  

594.22.63.31 Station 31- 5535 Cameron 
Road 

 $    16,120.00   $      9,400.00   $    25,520.00  

594.22.63.32 Station 32- 6435 Central 
ave 

 $                  -     $      4,500.00   $      4,500.00  

594.22.63.35 Station 35- 3982 Saratoga 
Rd 

 $      6,500.00   $    13,543.00   $    20,043.00  

594.22.63.37 Maintenance Facility- 2874 
Verlane 

 $    15,000.00   $    26,555.00   $    41,555.00  

594.22.64.11 Vehicles  $    80,000.00   $    45,553.00   $  125,553.00  

 Total    $724,812.44 
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1007.4.7  OFFICE ASSISTANT 
Agency Content 

JOB TITLE:  Office Assistant 

SUPERVISOR’S TITLE:  Fire Chief 

FLSA STATUS:  Part-Time or Full-Time, Non-Exempt, At-will 

POSITION DESCRIPTION:  Under the direction of the Chief, the Office Assistant is responsible to 
provide general office assistance to the public, volunteers, employees, and the administrative staff 
as needed.  This is an “at-will” position which can be terminated at any time with or without cause. 

ESSENTIAL DUTIES 

1. Reception – answer incoming calls and provide customer service to walk-ins. Takes written 
and electronic messages for Administrative and Career Staff. 

2. General Office – filing and electronic storage for documents, copy projects, data entry. 

3. Electronic storage for records retention. 

4. Mail - distribute incoming mail and parcels, prepare outgoing mail for large projects 

5. Assist in preparing newsletters, flyers, training handouts/booklets, public information, etc.. 

6. Order office and janitorialAssist with ordering office and other station supplies, other orders 
as needed. 

7. Receipt of incoming funds. 

8. Assist with planning and coordinating special projects and events. 

9. Travel coordination for Administrative Staff and Commissioners. 

10. Primary administrative assistant for Senior Administrative Staff. 

11. Coordinates meetings and appointments for the Administrative Staff. 

OTHER FUNCTIONS/DUTIES 

1. Performs other duties as assigned. 

QUALIFICATIONS 



The following generally describes the knowledge, skills, and abilities required to enter the job and/or 
be learned within a short period of time in order to successfully perform the assigned duties. 

1. Education and Experience: 

a. Education: A high school diploma, or GED. 

b. Experience: A minimum of 2 years previous experience as an office assistant or 
administrative assistant. 

c. Equivalency: An equivalent combination of education and experience may be 
considered. 

2. Knowledge of: 

a. District policies, procedures, and protocols as they apply to the position. 

b. Problem solving techniques and methodology. 

c. Technologically literate with computer skills including familiarity with Microsoft Word, 
Publisher, PowerPoint, and Excel is desired. 

3. Skill to: 

a. Operate a vehicle. 

b. Successfully work with employees, volunteers, and the public. 

c. Cheerful presence with excellent people skills. 

d. Internet skillsModern information technology skills, including use of email, electronic 
media and other online programs. 

e. Type 60 words per minute. 

4. Ability to: 

a. Ability to communicate effectively orally and in writing. 

b. Ability to use sound judgment and human relation skills necessary to deal with the 
public and coworkers. 

c. Operate modern office equipment and computers including applicable software 
applications. 



d. Maintain contact and preserve good relations with the public and respond to requests 
and inquiries. Establish and maintain effective working relationships with those contacted 
in the course of work. 

e. A flexible self-starter who can work independently, and follow directions. 

f. Maintain confidentiality of information which may be acquired directly or indirectly, in 
any written, verbal, or auditory sense during the course of the shift. 

SPECIAL CONDITIONS OF APPOINTMENT 

1. Possession of a valid Washington State Driver’s License. 

2. Must be available to work in office 9am – 3pm workday,hours as assigned Monday-Fridayat 
the discretion of the Fire Chief. 

PHYSICAL REQUIREMENTS 

1. Work is generally performed in the office settings with occasional travel to conduct District 
business.  The incumbent is occasionally exposed to outside weather conditions, wet/humid 
conditions, and windy conditions.  The working environment may be well lit with overhead 
lighting and background noises, incumbent must be comfortable working in a well lit office with 
background conversations, radio traffic and overhead paging noises. 

2. The incumbent’s primary functions require sufficient physical ability to work in an office 
setting; walk, stand or sit for prolonged periods of time; bend, kneel, stoop, crouch, reach, and 
twist; occasionally push, pull, lift and/or carry moderate weights; operate office equipment 
including computer keyboards; requires a sense of touch, finger dexterity, and gripping with 
hands and fingers; ability to speak and hear to exchange information; ability to operate a 
vehicle. 

3. The incumbent must see within normal range of vision with or without correction; specific 
vision abilities required by this job include close, distance, color, and peripheral vision; depth 
perception; and the ability to adjust focus. 

4. The incumbent must hear in the normal audio range with or without correction. 

ACKNOWLEDGEMENT 

I acknowledge that I have read the job description and requirements for the Office Assistant position 
and certify that I can perform these functions. 

_____________________________________________                       ______________________________________ 

Signature                                                                                                                               Date 

 


