ADMINISTRATIVE REPRESENTATIVE
	Group:
	CORE MANAGEMENT TEAM/COMMAND STAFF                     WHITE BADGE

	Reports to:
	[bookmark: _GoBack]POD Supervisor

	

	Duties:
·  Read this entire Job Action Sheet and acknowledge understanding of all job duties
· Performs administrative roles at the POD
· Maintain sign-in/sign-out sheets for staff, temporary paid staff and volunteers
· Ensure and maintain all Code of Conduct, HIPAA and Staff Registration forms
· Maintain file of POD Incident Reports and Worker’s Compensation forms
· Verify medical credentials of all medical staff at registration/sign-in
· Set break/lunch schedules for all staff
· Register all staff on POD Staff Registration sheet
· Verify all staff identification
· Ensure staff signs in and out 
· Ensure all two-way radios are set to channel 1
· Ensure proper paperwork is filled out and maintained for each person working or volunteering at the POD
· Notify POD Supervisor if additional staff is required for DOC Hourly Report
· Inform staff their services are no longer needed per POD Supervisor direction
· Sign and maintain all temporary staff attendance sheets
· Assign, account for and maintain all POD communications equipment
· Assign badge color for each staff for access
· Generate POD Shift Access List for POD Supervisor to approve
· Request resources as needed participate in required briefings to give and receive status reports 
· Act as the Demobilization Lead

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 Administrative Representative  and receive briefing
·  Attend Core Management Team meeting
· Participate in all required briefings
End-of-Shift Responsibilities
· When the POD Supervisor informs you that you have completed your shift and the new Administrative Representative has arrived, brief the new Administrative Representative; using a pass on book will aid you in remembering pertinent information
· Participate in debriefing session and report relevant concerns or suggestions for improving POD operations
·  Return all gear including badges, vests and radios, replace and charge any batteries
· Sign out 




