DIVISION OF EMERGENCY OPERATIONS

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

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.

· Complete task assigned by the Logistics Support Team Lead.

· Inform various Centers and Offices about the IST capabilities.

· Review and examine plans requiring field logistics support from the IST.

· Ensure an internationally deployable Incident Support Team is fully prepared for their mission. 

· Establish professional relationships with key partners on the Federal, State, and Local level before an event to enhance the effectiveness of the IST response. 

· Ensure all IST members are well versed in the CDC emergency management software, procedures and processes.

· Review and understand shipping requirements by commercial carriers, to include the shipment of Dangerous Goods Internationally.

· Ensure an FTE with government travel and Smart Pay credit cards qualified to deploy are available to deploy as members of the IST.

· Conduct exercises and review the IST performance on missions and submit an After Action Report to the Lead Emergency Response Specialist LST. 

· Ensure the IST is capable of completing stated objectives. Identify major strengths and shortfalls in the current and planned system of Incident Support Team development. Implement changes as needed.

· Ensure the IST has the appropriate supplies and equipment to conduct its mission.

· Coordinates with key team members to ensure the maintenance and accountability of the IST inventory.

· Plan for logistics/administration task to be accomplished by the team.

· Frequently reviews and maintain knowledge of and interpret directives, guidance, and policies of the CDC, Department of Health and Human Services, and other appropriate agencies.

· Participates in monthly functional exercises to test capabilities of the IST. 

· Trains on current emergency management and logistics processes by attending conferences, online training, meetings etc.

· Complete and maintain currency on mandatory incident management courses as required by Federal mandate.

· Participate in weekly professional development training sessions. 

· Identify and catalogue vendors and suppliers.

· Provide assistance and input to the Logistics Section or Division as needed. 

· Perform as the Acting Lead Emergency Response Specialist in the absence of the incumbent.  

· Incorporates current federal communication guidelines and procedures into the IST process and ensure procedures allow interoperability with the Directors Emergency Operations Center (DEOC), Secretary’s Operation Center (SOC) and other Federal partners as required.

· Review and implement necessary overseas communications protocols into the IST process.

· Evaluate changing communication technology for possible use by the IST to enhance accomplishment of the IST mission.

· Ensures the IST personnel are tethered by cell phone, digital radio, and blackberry 24 hours a day, 7 days a week, and 365 days a year.

· Ensure computers, software, and equipment used by the IST is appropriate for the mission objectives. 

· Account for all IST resources through all phases of emergency response.

· Submit equipment purchase request.

· Incorporate appropriate applications to meet the mission requirements of the IST, this would include databases, mapping software, and resource tracking software.

· Receive, analyze respond to emails/telephone calls 

· Coordinate IST activities at various meetings to assist with development of policies, strategies and daily activities oriented toward improvement of preparedness and response. 

· Manage IST resources; develop strategies and actions in coordination with internal and external leadership. 

· Prepare, review, and respond to internal correspondence. 

· Prepare and provide informational briefings internally and externally. 

· Travel to participate in training, conferences, and network opportunities. 

· Ensure IST resources are secured.

· Receive and monitor activities of Team members.

· Review and research logistical initiatives.

· Development written guidance and instructions.

· Coordinate exercises with various centers and offices.

· Research equipment and other resources for IST.

· Provide coverage for various logistical functions as requested by the Lead Emergency Response Specialist. 

· Analyze and assess information and warnings related to public health incidents to provide logistical support for CDC response personnel. 

· Analyze and determine appropriate field logistics equipment and resource levels, implements adjustments a needed.    

· Coordinate and develop monthly exercises to test capabilities of the IST.

· Identify major strengths and shortfalls in the current and planned system of Incident Support Team development. Implement changes as needed.

· Train on current emergency management and logistics processes.

RESPONSE ACTIVITIES
· Perform as the Acting Lead Emergency Response Specialist in the absence of the incumbent.

· Establish a forward deployed DEO logistics coordination area otherwise known as a base of operations to coordinate logistics requirements of assigned CDC emergency response personnel.
· Deploy internationally with various CDC coordinating center emergency responders and establish a LAN, satellite communications, and data transfer capabilities between the base of operations, the DEOC, and the CDC emergency team in the field.
· Provide overall coordination of base operations activities to enable the designated CDC team lead to operate effectively in meeting incident objectives.
· Coordinate with appropriate facilities and agencies i.e. centers, Offices, leased aircraft agency, hotels, transportation agencies, food vendors, conference Centers and other agencies at the International, Federal, State, and local levels.
· Coordinate facility maintenance with local agencies as needed i.e. public works (lighting, sanitation, etc.).
· Ensure that required facilities and equipment necessary for logistics support and operations meet the requirements to accomplish the mission.
· Discuss emergency response objectives with the CDC designated team lead; develop and disseminate the IST incident action, safety, communications, and demobilization plans. 
· Perform as a Project Officer and or Contracting Officer Technical Representative and procure required equipment, supplies, and services.
· Provide administrative duties as required by the Lead Emergency Responder.
· Coordinate the transportation of biological and/or hazardous substance samples.
· Coordinate in field transportation requirements to include movement, of people, money, and material.
· Implement the IST demobilization plan.  

· Conduct lessons learned meetings after every exercise or mission.
· Develop After-Action Reports and other materials necessary to improve response capacities.
· Receive, store, and distribute supplies while deployed with the CDC responders. 
· Prepare an IST Situation Report (Sitrep) and forward to the DEOC for each operational period.  
· Establish contacts with local agencies that will enhance the logistics functions of the IST mission.
· Assist with the reception, staging, and integration of CDC responders and resources into the local response.
· Ensure adequate communications infrastructure is available at all times in support of the CDC response mission.
· Deploy, maintain, and operate the following reach-back communications equipment:

· INMARSAT,

· Laptops, routers, hubs, cables, and software,

· High Frequency Radio equipment,

· Cell phones, cameras, Global Positioning Systems (GPS), 

· Video teleconference equipment.
· Acquire the required infrastructure and services (phones, lines, etc) to establish telephonic communications back to CDC and amongst responders.
· Coordinate logistical requirements with other agencies in support of the mission.
· Account for all communications and IT equipment.
· Backup software applications and administer software patches.
· Conduct communications assessments throughout the deployment and make repairs, adjustments, and corrections as required.
· Provide technical advice on the adequacy of mobile communication systems.
· Account for all equipment and conduct preventive maintenance. (Clean, test, reconfigure computers, replace damage or inoperable equipment, and repack deployment cases).
· Deploy as a member of the HHS SERT as requested.

· Act as member, or lead, of the DEO Task Force as required.
FUNCTIONAL JOB TITLE: MOBILE COMMUNICATIONS SPECIALIST

DAILY ACTIVITIES

· Provides advice, counsel, or instruction to team members on equipment, procedures, and administrative matters relating to the various communications systems provided to the Logistics Support Team/Incident Support Team.

· Provide training on communications equipment to CDC responders.

· Writes the communication standing operating procedures (SOPs) and supplies input and recommendations to other SOPs as requested by the Incident Support Section.

· Reviews and examines all plans requiring mobile or field communications support.

· Responsible for day to day and field communications SOPs and maintenance for assigned equipment.

· Perform periodic checks, preventive maintenance on all IST and LS telecommunications equipment to ensure that it is fully operational prior to deployment.

· Perform preventive maintenance on COOP site telecommunications equipment.

· Assist the DEOC’s audio-visual and communications specialist on any communications related issues.

· Assist the team with local area network and computers, facsimile machines, photocopiers and printers.

· Research telecommunications technology to enhance the team’s capabilities.

· Utilize a broad spectrum of knowledge in the technical areas of logistics, communications, material management, and proper staff action procedures to train and assist other IST members in developing proper communications support procedures and maintenance management operations.

· Manage the mobile communications planning and specifications, coordination of acquisition, training, maintenance/upkeep, deployment, field communications coordination, day-to-day field operations, and recovery of the communications system.

· Cross train other IST members on the telecommunication equipment’s operational capability and train/brief CDC personnel on satellite communication equipment.

· Receive, analyze, and respond to an average of 60 emails/telephone calls per day.

· Develop plans, equipment requirements, and operational guidelines relating to communications accomplished by the LST, sets priorities, and prepares schedules for completion of work.

· Travel to conduct IST training a minimum of 4 days/month

· Protect Division resources.

· Keep accountability of all IST telecommunications equipment.

RESPONSE ACTIVITIES

· Performs and ensures that all communications between the DEOC and the IST and/or CDC response personnel is maintained when deployed.

· Ensures all information security policies are adhered to during deployments.

· Support CDC personnel on their IT, logistics and communications needs.

· Assist in establishing field or remote base of operations, field offices, field lodging for CDC personnel and transportation of personnel, equipment, and other items related to a wide range of CDC field activities.

· Assists team members in personnel tracking, equipment issue, local purchase of required materials, or by providing assistance in negotiations with on-site providers of lodging, transportation, administrative support, shipping, communications, personal protective equipment, and any other supplies or equipment needed by CDC deployed assets.

· Analyzes item usage in order to anticipate needs to ensure that an adequate inventory of supplies is maintained and storage, disposal, and recovery planning is performed in accordance with all applicable regulations and policies.

· Coordinates all communications system activities in response to an event or emergency.

· Manage on site call sign assignments of CDC call signs and communications equipment management (issuing, maintenance/recovery) with CDC personnel.

· Primary for the coordination of all communications activities with other on-site agencies or organizations to ensure an integrated communications plan.  Usage of standard ICS forms and procedures will be utilized to ensure onsite coordination of procedures.

· Track and account for all telecommunications equipment.
FUNCTIONAL JOB TITLE: INCIDENT SUPPORT SPECIALIST

DAILY ACTIVITIES

· Provide overall logistics support (including field reports) for CDC disaster activities throughout the world

· Write standing operating procedures (SOPs) for logistics, continuity of operations plans and continuity of government plans for disasters affecting the CDC and its campuses nationwide 

· Write plans outlining response protocols and procedures for physical and operational threats affecting the Incident Support Team (IST) and its customers

· Work with the informatics team to develop recovery plans and emergency operations procedures for cyber threats and protocols for use of IST issued equipment

· Assist in the reviewing, exercising and examining of all plans requiring logistics support to any incident 

· Serve as a logistics liaison should additional assets be needed to support any incident.
· Maintain knowledge of and interpret directives, regulations, and policies of the CDC, Department of Health and Human Services, and other agencies that are applicable to the plan under review

· Provide accountability, maintenance, and minor repairs for all issued equipment.
· Package, transport, and distribute equipment and supplies as needed.
· Ensure equipment and other resources are used effectively.
· Provide expert functional and technical support to top-level management to integrate the best industry practices and reduce risk in implementing new technologies, methods, and processes.
· Locate sources of supplies, request quotes from vendors, evaluate bids, and select the most qualified source.
· Issue purchase orders, track status, and expedite orders according to customer/agency requirements.
· Provide various administrative services to include documentation planning and support, program management support, event planning and administration, office relocation planning, records, cost estimating, and data input.
· Prioritizing and carry out special projects and complex assignments such as drafting the government aircraft justification memo for SES personnel.
· Assist administrative staff in preparing correspondence, arranging domestic and international travel arrangements, preparing and processing expense reports and organizing/maintaining files.
· Maintain knowledge on customs procedures and international transport regulations.
· Maintain knowledge of and interpret directives, regulations, and policies of the CDC, Department of Health and Human Services, and other agencies that are applicable to the plan under review.
RESPONSE ACTIVITIES

While deployed on the Incident Support Team

· Serve as an Incident Support Team member.
· Deploys to field location and provides logistics coordination and support to CDC’s responders.

· Coordinates and establishes field or remote base of operations, field lodging for CDC personnel and transportation of personnel, equipment, and other items related to a wide range of CDC field activities.

· Analyses and procures team supplies utilizing a GSA Smart Pay card.

· Assist with the reception, staging, and integration of CDC responders into the local response.

· Provides support to the overall mission for logistical, mobilization and                                                                                                                                demobilization, and transportation of CDC assets. 

· Keep the CDC DEOC informed of on-scene activities and operational location. 

· Prepares and submits daily situation reports.
· Ensure that adequate security and access control measures are being applied.

· Develops After-Action Reports and other materials necessary to improve response capabilities.

· Perform additional duties as determined by the Lead Emergency Response Specialist. 

· Responsible for planning for logistics work to be accomplished by the Incident Support Team.
· Evaluate logistics requests based on the predetermined criteria. 

While assigned to the Task Force 

· Coordinates all response travel, transportation and lodging for deployments and re-deployments.

· Coordinates all Resource Tracking System (RTS) database personnel entries. 

· Maintains copies of all travel orders, itineraries, NFT, Country Clearances. 
· Coordinates event cost and update on the DEO portal as necessary.
· Establish additional CANs if required. 
· Coordinate additional conference rooms and/or work space if necessary. 
· Coordinate for additional personnel and/or services if needed. 
· Requisition supplies and equipment as requested. 
· Manage the equipment cache for the task force during incident operations.
· Receive requests for Strategic National Stockpile (SNS) assets from State Department of Health Officials. 

· Evaluate antiviral order requests based on the predetermined criteria for request for influenza antiviral drugs from the SNS.  

· Validate orders and approve shipments according the SNS Antivirals Logistics Plan.
· Update database with processed orders.

· Perform additional duties as determined by the Lead Emergency Response Specialist. 

· Deploy as a liaison for international events and emergencies.

· Facilitate deployment briefings.
· Track and report Task Force hours worked. 

· Maintaining appropriate records and reports for events. 

· Provide briefings and situation reports and ensure that all event personnel are kept informed of status changes.
· Identify reserve area deficiencies and develop an action plan to address.
· Provide training on roll-out of all new logistics initiatives as well as reinforcement and remedial training of existing programs with executives and staff.
