
MANUAL NO-2 

THE POWERS AND DUTIES OF ITS OFFICERS AND EMPLOYEES 

DUTIES OF CHIEF FIRE OFFICER 

OPERATIONAL DUTIES 

1. To attend all serious fire, house collapse and other emergency calls and direct and guide 

the officers and staff at all emergency calls. 
2. To direct the operations, to get the work done from outside agencies like Police and 

other departments of Municipal Corporation. 
3. To assist in investigating cause of fire and advise Municipal commissioner for 
formulating and implementation of fire safety Rules and regulations. 
 

ADMINISTRATIVE DUTIES 

1. Advise Municipal commissioner time to time for formulating and implementation of fire 

safety Rules and regulations. 
2. Collecting data on new appliances and modern sophisticated rescue and fire fighting 

equipments to improve the operational efficiency of the Brigade 

3. To attending meeting of standing advisory committee and Tariff advisory committee 

and other statutory Govt. bodies to formulate new codes and regulations regarding fire 

prevention and fire suppression. 
4. Attend and organize seminars workshop on fire prevention and fire protection. 
5. Represent and international seminars in the country as well as abroad 

6. Conduct interviews as board member or panel of judges in various Govt and private 

organizations as and when called upon. 

DUTIES OF DEPUTY CHIEF FIRE OFFICER 

Subordinate to chief fire officer and to assist chief fire officer in discharging 

administrative duties. 

ADMINISTRATIVE DUTIES 

1. To assist chief fire officer for attending all important administrative works. 
2. To assist chief fire officer in important meetings. 
3. To assist chief fire officer for deciding the policies rules and regulation of the 

department and implement the same for the safety of the lives and properties of 
members of public within the municipal limits. 
4. To assist chief fire officer for maintaining liaison with outside agencies. 
5. To assist C.F.O. for determining the policies and taking decision to have disciplined and 

smooth functioning of Brigade. 
6. To assist C.F.O. to attend meeting of various committees based on the principle of 
saving lives and properties and extinguishing fire and Manmade and natural calamities 

of serious nature. 
7. To assist C.F.O in formulating and submitting budget proposals. 
8. To attend complaints filed under RTI and furnishing information to the complainant. 
9.  Duties of first Appellate Officer as per RTI act 2005 

OPERATIONAL DUTIES 

To attend all serious fire, house collapse and other emergency calls promptly 

1. To direct and guide the officers and staff at all emergency calls. 
2. To get the work done from outside agencies like Police and other departments of 
Municipal Corporation at time of emergencies. 
3. To assist in investigating cause of fire and advise Municipal commissioner for 

formulating and implementation of fire safety Rules and regulations. 



DUTIES OF DIVISIONAL FIRE OFFICER 

1. To carry out implicitly the order and instructions contained under the heading 

“GENERAL DUTIES”. And “GENERAL ORDER AND INSTRUCTION” IN THE FIRE 

BRGADE MANUAL. 

2. To exercise powers as per “Delegation of Powers” sanctioned by Municipal 
commissioner and to attend to administrative work arising there from. 
3. To see that officers and men posted under him carry out the duties properly as laid 

down in the Fire Brigade Manual. 
4. To attend serious fire call house collapse calls and other emergency call whenever 
summoned or directed by superiors. 
5. To supervise the Brigade Control room operation and the radio telephony system with a 

view that there is prompt response to call mobilization arrangement etc. 
6. To ensure prompt attendance of control room staff including wireless staff and proper 

adequate deployment of the fire appliances, ambulances and other brigade vehicles. 
Remain present at the time of serious fire and rescue emergencies and other 

emergencies in the control room. 
7. To give immediate intimation of serious fires, house collapse calls to chief fire officers 

and other superior officers of the brigade. 
8. To ensure that all events area recorded in the registers maintained in the Control room 

by the staff in proper sequence and form. 
9. Supervise the records and the control room occurrence books are maintained in the 

proper manner. To perform any other duties ordered by chief fire officer time to time. 
To carry out special jobs /works assigned by other superiors. 

10.  Duties Of Public Information Officer  as per  RTI act 2005 

DUTIES OF ASSISTANT DIVISIONAL FIRE OFFICER 

1. To carry out implicitly the orders and instructions contained under the heading 

“GENERAL DUTIES” and “GENERAL ORDER AND INSTRUCTION” IN THE FIRE 

BRGADE 

MANUAL. 

2. To exercise powers as per “Delegation of Powers” sanctioned by Municipal 
commissioner and to attend to administrative work arising there from. 
3. To see that officers and men posted under him carry out the duties properly as laid 

down in the Fire Brigade Manual. 
4. To attend serious fire call, house collapse call and other emergency call whenever 

summoned or directed by superiors. To oversee that officers and men posted under him 

carry out their duties properly as laid down in the Fire Brigade Manual. 
5. To conduct fire drills at various station regularly. 
6. To guide officers and staff at all emergency calls. 
7. To direct the fire fighting and rescue operations and get the work done from outside 

agencies like Police and other departments of Municipal Corporation. 
8. To assist in investigating cause of fire. 
9.  To carry out Inspection of various establishments  regarding fire prevention and safety as per 
the provisions of Maharashtra Fire Prevention & Life Safety Measure Act, 2006 

10. Look after the welfare of subordinate staff. 
12. To inspect high-rise buildings and put-up report to superiors 

13. To perform any other duties ordered by chief fire officer time to time. 
14. To carry out special jobs / works assigned by other superiors. 
 

 



DUTIES OF THE STATION OFFICER 

1. To be Officer In-charge of the fire station and to oversee all the maintenance of the 

Brigade appliances and equipments and assign station routine work to his subordinate 

and lower rank officials and staff. 
2. To maintain all the Records at station updated all the time 

3. Attend fire and rescue calls and other service calls and get the work done from the 

lower ranks at station as well at the scene of fire and rescue service calls. 
4. Assign duties to subordinates and lower rank officials / staff at station level. 
5. To attend various standby duties at other fire stations and also attend fire and house 

collapse calls as when required and ordered by control room and submit the report 
through Divisional fire officer mobilization to main office. 
6. Keep various records maintain at station level (Petrol and Diesel Account / hose 

records/Muster books etc. updated all the time. 
7. Over and above the duties mentioned above, senior most qualified station officers are 

allotted fire prevention work as mentioned below: - 
a. To inspect any premises sites plans for suggesting fire fighting and fire 

precautionary measures before granting license of permits. 
b. To inspect any premises on complaints regarding fire hazards and submits reports 

to office accordingly in stipulated time. 

DUTIES OF ASSISTANT STATION OFFICER 

Subordinate to station officer and to assist the station officer in performance of the 

following duties: - 

1. He will in charge of the shift. 
2. To take roll call to communicate the shortage of the staff to keep the attendance of the 

staff working under him up to date. 
3. To take charge of the vehicles, equipments, gears etc. 
4. Take charge of the outgoing shift in charge. 
5. To hand over the charge of the shift to the incoming shift in charge. 
6. To extract the strictest obedience from the subordinate and be obedient and respectful 
to the superiors. 
7. To take and practice, parade, drills, physical drills etc. 
8. To maintain the appliance and equipment in order and keep them in perfect working 

condition. 
9. To attend fires, house collapses, other service calls and to carryout the operations and 

direct the staff, appliances and direct the staff working under him in safe but efficient 
manner. 
10. Supervise day-to-day activities of the shift. 
11. To get the minor repair work carried out from the concerned wards as well from 

workshop. 
12. To deliver lecture on various subjects pertaining to fir prevention / precautions, and fire 

fighting etc. 
13. Carry out the special jobs/works assigned by senior officers. 
14. Any other work or duty that is assigned to him by chief fire officer. 
 

DUTIES OF SUB OFFICER 

Subordinate to Assistant Station officer and Station Officer for attending duties as given 

below: - 
1. To be In charge of fire Station in absence of his superiors and carry out Drills and other 

routine station work. Oversee maintenance of brigade appliances attached to the fire 



station. 
2. Attend fire rescue calls and other service calls and get the work done by the lower ranks 

under the supervision of his superiors. 
3. Attend station work such as keeping various records maintain at station level (Petrol and 

Diesel Account / hose records/Muster books etc.) 
4. To impart practical as well as the theoretical training to lower rank employees and other 
public members. 
5. Attend control Room duties as when assigned by superiors / senior officers. 

DUTIES OF DRIVER OPERATOR 

1. To drive fire engine to scene of fire /house collapse and other emergencies and to 

operate the pump and carry out such operational duties as may be required by his 

superiors. 
2. To maintain fire engine(s) and equipments in proper working condition. 
3. To maintain logbook for vehicles given to him. 
4. To maintain fire engines in perfect order (reporting defects to officer in charge of the 

fire station get the defects rectified at station level and t workshop level. 
5. To drive other fire brigade vehicles for fire brigade work as may be necessary. 

DUTIES OF LEADING FIREMAN 

1. To carry out fire fighting operation by attending fire, house collapse and other service 

calls and other emergency calls and to lead a batch fireman posted on a fire engine or 

other brigade appliances and guide them in fire fighting / rescue operations etc. and get 

orders executed from superiors. 
2. To assist Assistant station officer/ station officer /sub officer in station work and 

maintain various records maintained in the in respective fire station. 
Leading fireman Motor fitter: - To attend the work of automobile electrician with the 

instruction from chief Foreman. 

Leading fireman Fitter: - To attend to automobile defects of fire brigade 

engines and other vehicles and the guidance and 

supervision of chef Foreman 

Leading fireman Turner: - To attend to turning hob of automobile parts, 

repairing of lathe and filling under instructions from 

chef foreman. 

Leading fireman Blacksmith: - To attend to the work of automobile Smithy work .To 

attend to the welding, tin work and body work of the 

fire Engine and other vehicles under the instruction 

and supervision of chief Foreman 

 

DUTIES OF FIREMAN 

1. To attend fire and other emergency call such as House Collapses, Rescue human’s 

animals and birds in the jurisdiction of Mumbai Municipal Corporation. 
2. To be well acquainted with all the information regarding water facilities, 
communication, topography and fire risks in the area / fire station jurisdictions. 
3. To keep the station premises and station appliances neat and clean and keep the fire 

and rescue appliances and other equipments in good working condition. 
4. To carry out duties that may be assigned to him by his superiors. 
5. Report Officer -in-Charge through proper channel of unauthorized stay of person (s) in 

station premises. 
6. To remain alert while on duty all the time and not to leave the place of duty assigned by 

the superiors without prior permission / reliever. 



7. To assist the Driver operator / Leading fireman and superiors in proper maintenance of 
the brigade appliances and equipments. 
8. While on guard duty (gate pahara) he shall be responsible for – 

a) To guard all the properties, fixtures fittings of the entire station premises. 
b) To see that no unauthorized persons enter the station premises. 
c) To remain alert all the time while watch room duty. 
d) Control the movement of the brigade vehicles while attending and returning 

from emergency and other run calls ovoid accidents. 
9. Any other duties that may be assigned by the superiors in addition to duties specified 

above. 
 

 

 

            

          Chief Fire Officer  
                   Mumbai Fire Brigade 


