  FINANCE/ADMINISTRATION SECTION CHIEF
	 Group:
	FINANCE/ADMINISTRATION- General Staff

	Reports to:
	INCIDENT COMMANDER

	

	Duties:
· Monitors financial assets 
· Manages all human resources for Incident Command including payroll tracking, employee incident reporting, and other human resources duties as necessary. 
· Audits and tracks all expenditures of resources.
· Attends all Command Staff meetings and briefings.
· Tracks cost and labor usage of all employees as well as overtime costs. 
· Documents and manages all expenditures. 
· Coordinates all financial resource procurement activities. 
· Generates and evaluates periodic financial reports for Incident Command. 
· Provide financial updates to Incident Command. 
· Collects, records, and retains receipts on expenditures. 
· Track workers compensation claims.
· Track status of activated mutual aid agreements.
· Coordinates any contracts that have financial obligations involving the incident.
· Maintain a requisition log, identifying all contracts initiated.
· Establish approval process for financial expenditures.
· Immediately report to the Incident Commander any deficiencies in resources.
· Provide financial report for the Incident Commander and section chiefs as requested.
· Coordinate auditing procedures if financial audits are necessary.
· Submit all Finance/Administration Section documentation to Documentation Unit
· Ensure all sections receive time keeping forms.
· Appoint Unit Leaders.
· Provide input into the Improvement Action Plan (IAP).
· Instruct all Finance/Administrative Unit Leads on how to properly record log entries.
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· Document all important actions and decisions in Finance/Administration Section Activity Log.
Start-of-Shift Responsibilities:
· Check in/Sign in
· Obtain DOC badge and display at all times.
· Obtain briefing from Incident Commander.
· Brief Section Chiefs on administrative and financial matters.
· Appoint appropriate and train unit leaders and distribute Job Action Sheets. 
· It is suggested you use a pass-along- book which will aid you in remembering pertinent information not recorded in the Finance/Administration Section Activity Log.
 End-of-Shift Responsibilities:
· Prepare updated end of shift report to brief oncoming Finance Section Chief.
· Produce shift financial report to the Incident Commander.
· When your shift is over, brief your replacement on any issues, information, and status while referring to applicable records, documents, activity log, and pass-along-book.
· Once briefing is complete turn over position and record in Finance/Administration Section Activity Log.
· Turn in DOC badge.
· Check out/Sign out



