POD SUPPLY LEAD
	Group:
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	Reports to:
	POD Assistant Supervisor

	

	Duties:
· Read this entire Job Action Sheet and acknowledge understanding of all job duties
· Oversee all Supply Staff
· Set up POD Supply Room
· Order and organize SNS materials
· Provide regular status and situation updates to the POD Assistant Supervisor
· Train Supply Room Staff as they arrive (refer to the Just-In-Time training modules)
· Anticipate, identify and solve issues with the Medical Staff as quickly as possible
· Move staff between functions as necessary to keep the POD operations moving as smoothly as possible
·  Make sure stations do not run out of medicine or supplies
· Be aware of all submitted Supply Request forms
· Maintain an updated Inventory Chart at all times
· Give POD Supervisor an updated Inventory Chart for hourly report to DOC
· Perform Inventory on all delivered SNS supplies when received
· Maintains and ensures proper environment for pharmaceuticals and supplies
· Ensures hourly check completed on vaccine to maintain cold chain requirements
· If vaccine is out of required temperature range, then take action to restore 
· Maintain all Supply Request Forms,  Temperature Log Sheets and Medication/Vaccination Tracking Charts; ensure that they are completed correctly
· Notify the POD Supervisor of any inventory discrepancies
· Understand Supply Runner’s duties
· Maintain contact with the Medical Lead to provide requested supplies as needed
· Listen for and report rumors to the Assistant POD Supervisor                                                                

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)
· Report to the current POD Assistant Supervisor and receive briefing and training
· Attend Core Management Team meeting
· Refer to Just-In-Time training guide
· Participate in all required briefings
End-of-Shift Responsibilities
· When the POD Assistant Supervisor informs you that you have completed your shift and the new Supply Lead has arrived, brief the new Supply Lead; 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 




