DIVISION OF EMERGENCY OPERATIONS

FUNCTIONAL AREA OF CONCENTRATION: EMERGENCY RESPONSE SUPPORT
FUNCTIONAL JOB TITLE: EMERGENCY RESPONSE SPECIALIST (TRANS)
DAILY ACTIVITIES
· Project Officer for CDC air services contract.

· Responsible for scheduling and obtaining approval from the COO, OGC, and HHS to use the CDC aircraft for training exercises and agency business.

· Responsible for verifying aircraft use complies with federal regulations and reporting aircraft usage to GSA quarterly.

· Coordinate air and ground transportation for exercises.

· Project Officer for the DEOC watch staff contract.

· Manage all the division’s communication accounts for cell phones, blackberries, and satellite phones.

· Submit ICE purchase requisitions for division requirements.
RESPONSE ACTIVITIES
· Responsible for transportation services including movement of personnel, medical evacuations, specimens, and equipment domestically and internationally.

· Purchase supplies for employees assigned for deployment.

· Instruct employees being deployed on use of communications equipment.

· Develops contingency plans for medical evacuations of CDC employees deployed overseas in coordination with the DoD and commercial MEDEVAC companies.

· Coordinate the movement of specimens on CDC aircraft with CDC CIO’s, and federal, state, and local agencies. 

FUNCTIONAL JOB TITLE: EMERGENCY RESPONSE SPECIALIST (PROCURE)
DAILY ACTIVITIES

· Purchases supplies/equipment to be used by deployed CDC personnel via Simplified Acquisition Procedures.
· Assists the Procurement and Grants Office’s (PGO) Contract Specialists/Officers with division related contracts and acquisitions; serves as a liaison between the division and PGO.
· Assists in developing Statements of Work (SOW) for division related contracts.
· Assists in modifying existing division contracts.
· Assists in the development of Standard Operating Procedures (SOP’s) for the Logistics Support Team.  

· Meets with prospective vendors that provide products and services needed by the division during emergency and non-emergency situations.
· Assists in tracking LST resources (telecommunications equipment, etc.)

· Inform DEO/LST personnel of significant changes to CDC/HHS acquisitions/contracting related policies 

· Represents the division at various procurement/business conferences.
· Actively participates in COTPER/DEO/LST training exercises/missions.
RESPONSE ACTIVITIES
· Responds to inquiries concerning emergency response activities from CDC personnel, other federal, state, and local agencies, and the general public.
· Assists the division Task Force with the coordination of various emergency response activities, specifically as they relate to procurements and contracts.
· Assists in the procurement and issuance of telecommunications equipment, supplies, etc. for CDC personnel prior to deployment.
· Responds to requests/inquiries from deployed CDC personnel while they are in the field.
· Works with the PGO on-call federal contracting officers to articulate and prepare Statements of Work to support emergency response contractual requirements.

· Procures emergency support requirements that costs between $2,500.00 and $25,000.00.

