LDS INVENTORY LEAD
	Group:
 
	LDS Core Management Team - Lead Staff

	Reports   to:
	LDS Assistant Supervisor

	

	Duties:
· Oversee all Strategic National Stockpile (SNS) inventory entering and exiting at Local Distribution Site (LDS).
· Supervise and direct all Inventory Clerks.
· Inventories all SNS supplies as they enter, move through, and exit the LDS. 
· Maintain a spreadsheet to keep track and identify location of SNS materials as they move through the LDS process.
· Ensures SNS bill of lading matches delivered SNS supplies.
· Maintains an inventory of SNS materiel removed from the LDS staging area to each repackaging area. 
· Gives hourly reports of SNS inventory distributed and available to LDS Supervisor.
· Inform the LDS Supervisor of any inventory discrepancies.
· Works with LDS Medical Professional to ensure vaccine cold chain temperature is properly monitored and maintained within manufacturer requirements.
· Forwards all completed paperwork to the LDS Administrative Representative.
· Document all important actions and decisions taken in LDS Log.
· Record pertinent information in an Inventory Lead pass-on book. 
Start-of-Shift Responsibilities:
· Complete staff registration process at the beginning of every shift.
· Sign-in 
· Display LDS issued identification badge at all times.
· Reference posted LDS Process Sheet and shift LDS Command Structure Chart.
· Report to LDS Supervisor for any just-in-time training.
· Receive any safety training from Safety Coordinator.
· Report to LDS Assistant Supervisor for job position specific training and briefing. 
 
· Attend Core Management Team briefings and meetings as directed by LDS Assistant Supervisor.
· Perform walk-through of LDS supply chain to identify any potential inventory issues.
· Review any inventory reports or spread sheets.
End-of-Shift Responsibilities
· Report to LDS Supervisor to exchange any end of shift information.
· Brief replacement Inventory Lead at end of shift, using Pick Sheets, POD Delivery Sheets, Chain of Custody Forms, SNS Bill of Lades, LDS Log, Inventory Sheets, Pick Lead pass-on-book, and any other applicable paperwork.
· Attend debriefing if directed by LDS Assistant Supervisor and report any issues encountered.
· Return all LDS gear.
· Turn in LDS identification badge.
· [bookmark: _GoBack]Complete LDS Registration Sheet checkout.
· Sign-out



