POD Delivery Scheduler
	Group:
	Shipping/Receiving Group-LDS General Staff

	Reports  to:
	LDS Shipping/Receiving Lead

	

	Duties:
· Responsible for scheduling Strategic National Stockpile (SNS) deliveries from Local Distribution Site (LDS) to the Point of Distribution (POD) location. 
· Prepares POD Delivery Lists for each Delivery Driver.
· Determines order of delivery to maximize efficiency by choosing best route.
· Takes into consideration immediate POD needs, when establishing delivery list.
· Works closely with LDS POD Liaison in making POD contact to exchange information and give estimated time of arrival for SNS supplies. 
· Uses completed POD Pick Sheets to generate a POD Delivery List, while working with Pick Lead to work through any issues.
· Works with Shipping/Receiving Lead to ensure Loaders/Unloaders pack the delivery vehicle starting with the last delivery to the first. This will be based on the opposite of the POD Delivery List. (Last in-first out)
· Ensures Delivery Dispatcher receives copy of POD Delivery List once vehicle is loaded to help dispatcher track deliveries.
· Forwards all completed POD Delivery Lists to the Administrative Representative once deliveries have been completed and reviewed. 
· Assists Inventory Group and Quality Control in reviewing any paperwork.
· Documents any important actions or decisions in the LDS Log.
· [bookmark: _GoBack]It is recommended a POD Delivery Scheduler pass-on-book be used to record pertinent shift 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 LDS Command Structure Chart to help understand LDS Command Structure and identify individuals filling the positions. 
· Attend LDS general just-in-time training given by LDS Supervisor.
· Attend any training given by LDS Safety Coordinator. 
· Report to LDS Shipping/Receiving Lead for any job specific just-in-time training.  
· Attend briefings and meetings as directed by Shipping/Receiving Lead.
End-of-Shift Responsibilities
· Report to LDS Shipping/Receiving Lead at close of shift to exchange any updates.
· Work with inventory group to account for any non-deliverable supplies.
· Review all completed POD Delivery Lists and forward to Administrative Representative.
· Brief replacement POD Delivery Scheduler using POD Delivery Scheduler pass-on-book, LDS Log, and any other applicable paperwork.
· Participate in debriefing to discuss any issues that may have occurred.
· Turn in LDS issued identification badge. 
· Return all LDS gear. 
· Complete LDS Registration checkout.
· Sign out



