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Prevent. Promote. Protect





	This job action sheet helps to explain some of the details surrounding what is expected of you in the position you have been assigned.  Although this form describes many of the specifics surrounding your position, be prepared to have duties added or deleted during the duration of your assignment.

	Name:
	

	Functional Area you are assigned to: 
	Department Operations Center

	Position you are assigned to:
	Logistics Section Chief

	Person you report to:


	Incident Commander

	Person(s) who report(s) to you: 
	


	MISSION

	As the Logistics Section Chief you must ensure that the DOC operates as smoothly as possible to carry out this mission by:

· Being responsible for all support requirements needed to facilitate effective and efficient incident management
· Ordering resources from off-incident locations
· Providing facilities, transportation, supplies, equipment maintenance and fuel, food services, communications and information technology support
· Setting up the Department Operations Center


	UNIFORM

	Dress appropriately for the job you are assigned to do and comfortably for the season. A color-coded vest will be issued to you.


	IMMEDIATE ACTIONS
	(Please √ task when completed)

	1. Sign in.
	

	2. Receive and put on Staff ID badge and vest that identifies you as Logistics Section Chief.
	

	3. Receive your staff packet, which may include:

· Organizational Chart

· Job Action Sheet


	

	4. READ YOUR ENTIRE JOB ACTION SHEET.
	

	5. Check in with DOC Director. Obtain briefing, and clarify authority regarding position assignment.
	

	6. Sign into WebEOC as WCHD Logistics Section Chief.
	

	7. Print your name on the DOC Organization Chart.
	

	8. Ensure that all incident facilities are adequate. 
	

	9. Ensure the resource ordering procedure is made known.  
	

	10. Ensure that the section can logistically support the IAP.
	

	11. Assign and brief positions as needed:
· Facility Unit Leader

· Supply Unit Leader

· Communications Unit Leader

· Transportation Unit Leader
	

	12. Maintain Unit Log of activities.
	

	13. Assist Planning Chief in the development of the IAP objectives and priorities, and distribute plan to all appropriate persons.
	

	INTERMEDIATE ACTIONS
	(Please √ task when completed)

	1. Open documentation file for the event.  Maintain a chronological (time and date) Activity Log. Accurately document:

· Time on duty and assignments

· Major incident or significant events

· Decisions, actions taken and justification

· Names and phone numbers of key contacts

· Requests filled or denied

· Other important information
	

	2. Determine length of shifts and staff scheduling for logistics and support staff.  Coordinate staffing to support 24-hour operations (if required).
	

	3. Notify DOC Director of major logistical problems and actions.
	

	4. Collect information from other sections to anticipate supplemental need for personnel or equipment for specific operations.
	

	5. Act as liaison with EOC Logistics Section through the EOC Health/Medical representatives to assist in procuring specialized equipment or supplies.
	

	6. Oversee the receipt and distribution of specialized medications and vaccines in association with the DOC Operations Section should public health mass distribution sites be required.
	

	7. Develop a strategy to provide information to families of DOC, EOC, and field staff personnel if family inquiries are received.
	

	8. Coordinate a plan for childcare or for respite care for department personnel, if needed.
	

	9. Maintain a list of key contact numbers for all department personnel in the DOC, EOC, and field, including pagers, cell phones, land line phones, faxes, etc.
	

	DEMOBILIZATION
	(Please √ task when completed)

	1. Ensure that all required forms or reports are completed and turned in to the DOC Director prior to your release and departure.
	

	2. Provide input to the After Action Report.
	

	3. Determine what follow-up to your assignment might be required before you leave; communicate the information to the DOC Director.
	

	4. Brief your replacement.
	

	5. Give DOC Director a forwarding phone number where you can be reached.
	

	6. Sign out.
	

	7. Attend the ‘Hotwash’ as directed.
	


	ADDITIONAL DUTIES AS ASSIGNED
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