SUPPLY ROOM CLERK
	Group:
	[bookmark: _GoBack]GENERAL POD STAFF                                                                    RED BADGE

	Reports to:
	POD Supply Lead

	

	Duties:
·  Read this entire Job Action Sheet and acknowledge understanding of all job duties
· Maintain inventory counts
· Maintain vaccine cold chain holding temperatures
· Track medication/vaccine using the tracking charts 
· Organize the Strategic National Stockpile supplies
· Inventory control of supplies 
· Maintain office supplies, forms, facts sheets and educational materials, and tactical communications equipment. 
· Clean supply room
· Other duties as necessary
· Repack supplies as needed
Start-of-Shift Responsibilities:
· Complete POD staff registration process; show valid photo ID (government employees must show government ID, hospital/other employees must show work ID)
· Sign in
· Report to the current POD Supply Lead and receive briefing and training
· Refer to Just-In-Time training guide
End-of-Shift Responsibilities
· When the POD Supply Lead informs you that you have completed your shift and the new Supply Room Clerk has arrived, brief the new Supply Room Clerk; using a pass on book will aid you in remembering pertinent information
· Participate in debriefing session and report any relevant concerns or suggestions for improving the POD operations 
· Return all gear including badges, vests and radios, replace and charge any batteries
Sign-out



