  TIME UNIT LEAD

	Group:
	FINANCE/ADMINISTRATION SECTION-General Staff

	Reports to:
	Finance/Administration Section Chief

	

	Duties:
· Responsible for tracking resource and personnel man hours.
· Responsible for tracking rental equipment hours. 
· Collect, record, and retain time sheets for all staff and volunteers.
· Record time in a log or automated system.
· Maintain back up of time and leave usage
· Prepare reports for the Finance/Administration Section Chief as needed.
· Provide time tracking forms.
· Maintain accurate and complete files.
· Maintain time records in a secure manner.
· Collect and reconcile time and personnel time off data.
· Maintain contact with the Finance/Administration Section Chief.
· Notify Finance/Administrative Section Chief on any problems, issues, or recommendations and any issues that require to be followed up. 
· Ensure all records are up to date and complete prior to demobilization.
· Establish contacts with volunteer and mutual aid resources and maintain time records regardless of whether time will be reimbursed. 
· Document all important actions and decisions in the Finance/Administrative Section Activity Log.
Start-of-Shift Responsibilities:
· Check in/Sign in
· Obtain DOC Badge and display at all times.
· Report to the current Finance/Administration Section Chief to receive training and briefing.
· Attend Command Staff meetings as required.
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· It is recommended a Time Unit pass-along-book be used to forward pertinent information from shift to shift not recorded in the Finance/Administrative Section Activity Log.
End-of-Shift Responsibilities
· Check in/Sign in
· Prepare updated end of shift time reports for all Command Staff
· When the Finance/Administration Section Chief informs you that you have completed your shift and the replacement Time Unit Lead has arrived, brief the new Time Unit Lead and answer any questions.
· Review any applicable reports, documents, activity logs, and Time Unit pass-along-book with your replacement.
· Participate in a debriefing session and report any relevant concerns or suggestions for improving DOC operations.
· Organize and maintain files.
· Plan for the possibility of extended deployment.
· Return all gear including badges, vests and radios, extra batteries should be put on their chargers.
· Turn in DOC badge
· Check out/Sign out




