DIVISION OF EMERGENCY OPERATIONS

FUNCTIONAL AREA OF CONCENTRATION: LOGISTICS SUPPORT
FUNCTIONAL JOB TITLE: LOGISTICS LEAD

In support of a strategic national public health emergency operations organization, plan and direct the activities of the Logistics Section of the Emergency Operations Center. Establish communication and relationships with CIO Emergency Response Coordinators to ensure procedures are in place to provide uninterrupted and immediate support during emergency responses. Serve as the focal point for property management and accountability procedures. Develop, coordinate and supervise materiel management programs, to include inventory control and distribution. Coordinate with PGO and FMO to ensure procedures are in place to provide material management, warehousing, contract management, and funds requirements during emergency response operations. Coordinate, monitor, control and supervise the movement of emergency response personnel, emergency response equipment and diagnostic cargo by a wide range of transportation means. Serve as logistics lead in the planning, development and execution of the logistics support plan for COOP operations. Additionally, coordinate the logistical interface with the Georgia State National Guard, the Federal Emergency Management Agency (FEMA), Veterans Administration, and other federal agencies in planning for the rapid procurement of supplies and equipment; and movement support for the CDC in response to a public health crisis, or a natural or man-made disaster.

DAILY ACTIVITIES

· Coordinate the actions of the section, set priorities, establish milestones, and assign work efforts towards developing and refining a concept to provide rapid deployable CDC operational assets during a catastrophic disaster or other emergency event.

· Acquire certified knowledge of the National Response Plan, National Incident Management System, CDC Emergency Response Plan, CDC COOP Plan, and other national-level emergency management plans, to insure that agency plans and response procedures are appropriate, consistent and properly coordinated.

· Ensure policies, plans, and procedures are in place to provide logistical and crisis movement support to CDC response assets.

· Serve as logistics planner of the Emergency Support Team for CDC Continuity of Operations Plan. Develop and publish the logistics support plan for COOP operations.

· Publish and maintain necessary supply and service procedures to ensure the maximum utilization of available assets and to facilitate expedited support during emergency operations; to include procedures required to request supplies, services and equipment.

· Develop and direct the execution of materiel management programs, to include procurement, inventory control, storage, distribution and maintenance.
· Identify and procure standard deployment equipment and supplies.

· Coordinate with PGO and FMO to ensure procedures are in place to provide materiel management, warehousing, contract management and funds requirements during emergency response operations.

· Coordinate with travel managers and OGH to ensure procedures are in place to provide emergency domestic and overseas travel.

· Establish communication and relationships with CIO Emergency Response Coordinators to ensure procedures are in place to provide support during emergency responses.

· Establish logistical interface with the National Guard, FEMA, V A and other federal agencies in planning for the rapid procurement and transport of personnel, supplies, equipment and specimens.

RESPONSE ACTIVITIES

· Coordinate with event lead CIO for support requirements.
· Coordinate emergency funding and contracting requirements with FMO and the PGO Contracting Office.

· Establish and maintain expense spreadsheet to track all costs associated with emergency response operations (personnel overtime, travel, supplies, equipment, services, training and contracts).
· Coordinate with travel managers and OGH for domestic and overseas travel support requirements (VISA, NFT or country clearance, etc).

· Determine the means of transport to use in accordance with the urgency of movement, special handling, costs, destination and weather.

· If required, alert aircraft company to schedule use of the CDC aircraft.

· Determine deployment equipment required (audio/video and communications, PPE, field gear, lab supplies, etc).

· Insure deploying personnel are trained on the proper use of all issued equipment; provide user guides for all equipment issued.

· Identify vendors to source equipment, supplies and services required to support emergency deployment operations.

FUNCTIONAL JOB TITLE: LOGISTICS SPECIALIST

DAILY /RESPONSE ACTIVITIES

· Read and answer email/telephone requests.

· Receive and inventory all incoming equipment from various vendors.
· Input equipment information in the Quartermaster Data Base for issue.
· Receive requests for equipment issue and returns from deployment and DEO staff personnel.
· Issue equipment to deployment and staff personnel for various emergency operations and day to day communication operations.
· Troubleshoot equipment problems with IT personnel (i.e. blackberry, computers and printers).
· Inventory and maintain 100% accountability of all DEO equipment.
· Maintains supply and property records in Quartermaster Database and hand receipts.
· Give input to Supply Team Lead on the status of equipment.
· Give Emergency Response Specialist the status of all communications equipment.
· Check equipment readiness for deployment operations (i.e. batteries, sim cards and network service).
· Receive, store, preserve, and issue equipment and supplies for the DEO.
· Coordinate with PGO for the receipt and issue of excess equipment and furniture.
· Provide monthly deployable equipment readiness report to the Supply Team Leader; and provide input in the development of a logistics plan that supports the Division of Emergency Operations mission requirements.

· Assist in the development of logistics and transportation support plans for COOP operations: These include, but are not limited to, acquisition, receipt, storage, preservation, and issue of equipment and supplies for the Emergency Operations Center (EOC) and Emergency Response Teams (ERT)

