LDS SHIPPING/RECEIVING LEAD
	Group:
	LDS Core Management Team - Lead Staff

	Reports to:
	LDS Assistant Supervisor

	

	Duties:
· Coordinates delivery of SNS supplies to the local distribution site (LDS).
· Manages Vehicle Dispatcher and Delivery Drivers.
· Supervises all Loaders/Unloaders.
· Ensures proper loading/unloading, Strategic National Stockpile (SNS) repackaging, and delivery protocols:
· First delivered, last loaded
· Proper loading/unloading safety
· Proper personnel protective equipment (PPE) properly used
· Identifies SNS staging area
· Identifies POD repackaged staging area
· Chain of Custody procedures
· Monitors all deliveries into and out of LDS.
· Works with POD Scheduler to coordinate delivery drivers via POD Delivery List.
· Ensure all incoming supplies are inspected for quality and quantity.
· Ensure POD Delivery Drivers understand and maintain quality control of supplies during delivery to PODs.
· Assist in loading, unloading, inspection, and storage of supplies as needed.
· Account for all pallets received and accepted.
· Determines if additional Shipping/Receiving personnel are required.
· Confirm that each Delivery Driver has the needed paperwork when leaving the LDS location:
· Filled out Chain of Custody Form for each POD delivery site.
· A POD Delivery List identifying PODs and order of deliveries.
· A copy of the Pick Sheet for each POD identified on POD Delivery List.
· Document all important actions or decisions in the LDS Log.
· It is strongly suggested you keep a Shipping-Receiving pass-on-book to record pertinent information not recorded in the LDS Log.
Start-of-Shift Responsibilities:
· Complete LDS Registration at the beginning of each shift. 
· Sign-in 
· Display issued LDS identification badge at all times.
· Reference posted LDS Process Sheet and Shift LDS Command Structure Chart to determine personnel filling LDS positions. 
· Report to LDS Supervisor for general just-in-time training.
· [bookmark: _GoBack]Attend safety training from Safety Coordinator. 
· Report to LDS Assistant Supervisor for any position specific training and briefing.
· Attend Core Management Team briefing as required by LDS Assistant Supervisor. 
· Discuss any POD Delivery issues with POD Liaison.
End-of-Shift Responsibilities
· Report to LDS Supervisor to exchange any end of shift information.
· Brief replacement Shipping-Receiving Lead at end of shift, using Pick Sheets, POD Delivery Sheets, Chain of Custody Forms, LDS Log, Shipping-Receiving 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.
· Complete LDS Registration Sheet checkout.
· Sign-out




