  RESOURCES BRANCH DIRECTOR
	Group:
	LOGISTICS SECTION-General Staff

	Reports to:
	Logistics Section Chief

	

	Duties:
· Manages the Food Unit, Supplies Unit, and Volunteer Reception Center Unit.
· Identify, obtain and track the availability and use of resources.
· Manage demobilization of resources.
· Manage resources no longer needed.
· Assign resources and categorize by capability and capacity throughout all assisting agencies.
· Participate in planning meetings as required.
· Establish and maintain resource tracking system.
· Track status of assigned and available resources and any changes in status.
· Work in conjunction with the Demobilization Unit Lead.
· Complete documentation of resource availability, release, and demobilization.
· Maintain contact with the Planning Section Chief and the Operation Section Chief
· Supply Logistics Section Chief regular updates for Incident Action Plan (IAP).
· Identify, obtain and track the availability of supplies and equipment.
· Oversees the ordering, receiving, and distributing of supplies and equipment.
· Keep sections and units apprised of estimated time of arrival of resources.
· Ensures all documentation is forwarded to DOC Documentation Unit.
· Supply copy of all receipts to DOC Cost Unit. 
· Assign Unit Leads in Resource Branch as needed.
· [bookmark: _GoBack]Gives necessary training to Unit Leads and hands out Job Action Sheets.
· Generate an end of shift report and forward to Logistics Section Chief.
· Coordinate contract related activities with DOC Procurement Unit. 
· Anticipate, identify and solve issues with resourcing.
· Record any important action or decision in the Logistics Section Activity Log.
Start-of-Shift Responsibilities:
· Check in/Sign in
· Obtain a DOC badge and display at all times.
· Report to the current Logistics Section Chief and receive training and briefing.
· It is recommended a Resources Branch Director pass-along-book be used to forward pertinent information from shift to shift not recorded in the Logistics Section Activity Log.
· Attend briefings and meetings as directed by Logistics Section Chief.
· Request current list of all Open PODs, Closed PODs, and Local Distribution Sites.
End-of-Shift Responsibilities
· When the Logistics Section Chief informs you that you have completed your shift and the replacement Resources Branch Director has arrived, brief the new Resources Branch Director and answer any questions.
· Review any applicable reports, documents, Logistics Section Activity Log, and Resources Branch pass-along-book with your replacement.
· Participate in a debriefing session and report any relevant concerns or suggestions for improving DOC operations.
· 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



