Logistics Section Chief

Name:  Chuck Cotnoir 

Assigned To DISPENSING SITE Area:  mobile with radio / bullhorn

The Person You Report To: Flu Clinic Coordinator
Name: 
              Phone:

Reporting To You Are: Supply/Inventory Leader, Transportation Leader, Facilities Leader,

Communications Supervisor, Workforce Services Supervisor

Purpose: To coordinate and direct the work associated with maintenance of the Flu Clinic and to ensure adequate levels of amenities and supplies to support the Flu Clinic. .

Check-In:

· Sign-in at Workforce Staging Area.

· Receive vaccination/prophylaxis, if not already treated.

· Receive and put on identification (vest, id badge, etc.).

· Sign necessary forms, if applicable (confidentiality forms, etc.).

· Attend briefing.

· Conduct briefing for those reporting to you.

Duties:

· At initial briefing, identify units within the section to be activated and resources required for section operations.

· Confirm with Dispensing Site at least 1.5 hours prior to start time that all equipment and supplies are available and set up on site and facility is ready to open.

· Conduct a general inspection of the facility prior to it becoming operational with the Health and Safety Officer and the facility representative.

· Confirm that security is on-site.

· Confirm that transportation and traffic control plans are activated.

· Obtain information and updates from those reporting to you for resources needed and resources requested.

· Communicate all requests for incoming and outgoing resources with Flu Clinic Coordinator.

· Coordinate medical waste management according to pre-arranged agreements.

· Ensure appropriate number of workforce meals are being planned with Workforce Services Supervisor.

· Provide routine progress and/or status reports to Dispensing Site.

· Ensure all documents and reports are complete for section and submitted to Documents/Admin Chief Bob Tonti at the close of the Flu Clinic.

· All supply and inventory documents.

· All sign off documents when supplies were delivered.

· Modified Flu Clinic floor plan if available.

· Workforce Medical Unit Staff activity documentation.

· Flu Clinic Communication Plan.

· Documentation from waste removal services.

· All completed Job Action Sheets, Unit Logs and General Messages.

· Anticipate possible resource needs and support requirements for the Flu Clinic.

· Coordinate with Health and Safety Officer Marina Lent when receiving notification of significant illnesses and injuries from the Medical Unit Staff.

· Ensure scheduled breaks and relief for the section is being appropriately handled.

· Monitor colleagues and clients for signs of fatigue or distress. Notify the person you report to as appropriate.

· Perform other duties as assigned and approved by the person you report to.

Check-out:

· When relieved, hand-in all documents, including Job Action Sheet with feedback, to the Documents/Administration Chief.

· Participate in scheduled debriefing at shift change or close of Flu Clinic.

· Return to Workforce Staging Area.

· Return identification (vest, id badge, etc.).

· Sign-in equipment.

· Sign-out.

· Refer all media inquiries to Public Information Officer.

