
Dear Applicant: 

The Lowell Area Fire Department is seeking a detail-oriented, highly organized 
Administrative Coordinator to support day-to-day operations across multiple department functions.  
The ideal candidate is a proactive problem solver with excellent communication and multitasking 
abilities.  This position is crucial in helping the team stay organized, efficient, and focused on key 
priorities.  

Qualifications:
- High school Diploma or GED required; associates or Bachelor's preferred
- 2+ years of administrative or office coordination experience
- Proficient in Microsoft Office Suite and Google Workspace
- Excellent organization and time management skills
- Ability to handle confidential information with discretion
- Comfortable working both independently and in a team

Preferred Skills
- Experience with scheduling tools
- Knowledge of basic bookkeeping or expense management software
- Familiarity with project management tools

Compensation and Benefits:
- Position is part time Monday-Thursday. 8am-4pm
- Hourly pay rate TBD
- Paid time off, Retirement plan option

How to Apply:
Submit your resume and a brief cover letter to Firechief@lowellfire.org.  Please include 
"Administrative Coordinator Application" in the subject line.  Please also fill out the application 
attached to this letter.  

Applications must be turned in prior to July 13th.

Corwin Velzen 
Fire Chief 

Lowell Area Fire Department 
315 S. Hudson St. 
Lowell, MI  49331 
616-897-7354

Fire Chief
Cross-Out



Administrative Coordinator Application

Name: ____________________________________________ SS # _______________________________________ 
Address: ______________________________________________________________________________________ 
Cell Phone #: ______________________________________ Email: ______________________________________ 

Are you able to fulfill the duties & responsibilities of this position as outlined in the attached job description? 
Yes: _____________ No: __________________ 

 Are there any special accommodations needed for you to fulfill these job duties? 
Yes: ______No: _______ If Yes, please explain: _______________________________________________________ 
______________________________________________________________________________________________ 

Military Service: 
Branch of Service: _______________ Service Rank: ______________ Dates of Service: ______________________ 
Type of Discharge: ____________________________ Specialized Field: __________________________________ 
Are you currently a member of any Armed Forces Reserve unit? Yes: _______  No: ________ 

Education: 
Indicate Highest Grade Completed: 1 2 3 4 5 6 7 8 9 10 11 12 
Name and address of high school last attended: 

Colleges or Universities Attended and Dates: 

Nature of Studies:  
Technical School Attended and Dates: 

Nature of Studies: 

Employment History: 
Present Employer:  
Address:  
Supervisor:  
Duties:  

Lowell Area Fire Department 
315 S. Hudson St. 
Lowell, MI  49331 
897-7354



Previous Employer:  
Address:  
Supervisor:  
Duties:  

List three references, not related to you by blood or marriage, who would be familiar with your education and work 
experience (include phone number): 
1.  
2.  
3.  

Have you ever been a member of a Fire Department, Rescue Unit or similar organization? Yes No 
If yes: 
Name:  
Address:  
Dates of Service:   Position:  
Reason for Leaving:  
List all related training you completed:  

Briefly state why you wish to join this department, what this department can gain from your appointment, and what you 
expect to gain from your employment to this department:  

May we contact your present/previous employers or your references; Yes No 
If no, explain:  

Have you ever been convicted of a felony: Yes No 
If yes, explain:  

I hereby authorize the Lowell Area Fire Department to perform a background investigation including but not limited to 
criminal, driving and, social media check on me.  Additionally, I understand that misrepresentations or omissions of fact 
made on this application are grounds for disqualification form the membership process.  

_________________________________________ ___________________ 
Signature Date 
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