FACILITY MANAGER
	Group:
	[bookmark: _GoBack]CORE MANAGEMENT TEAM/SUPPORT STAFF                          YELLOW BADGE

	Reports to:
	POD Supervisor

	

	Duties: 
· Read this entire Job Action Sheet and acknowledge understanding of all job duties
· Provide facility access
· Ensure building maintenance and housekeeping issues are addressed
· Lock/unlock necessary doors
· Ensure that a safe environment is maintained
· Maintain all normal aspects of running a facility, such as lighting and ventilation
· Provide regular status and situation updates to the POD Supervisor and POD Assistant Supervisor
· Anticipate, identify and solve issues with the facility operations as quickly as possible
· Know where and how to hook up or start an emergency generator if one is needed
· Work with the Non-Medical Lead if an emergency generator must be procured
· Be prepared for situations that may arise both in the client sector and staff operations
Start-of-Shift Responsibilities:
· Complete POD staff registration process; show valid photo ID (government employees must show government ID, hospital/other employees must show work ID)
· Sign In
· Report to the current POD Supervisor and receive briefing and training
· Attend Core Management Team meeting
· Oversee all aspects of managing the facility
· Participate in all required briefings



End-of-Shift Responsibilities:
· When the POD Supervisor informs you that you have completed your shift and the new Facility Manager has arrived, brief the new Facility Manager; using a pass on book will aid you in remembering pertinent information
· Participate in debriefing session and report any relevant concerns or suggestions for improving the POD operations
· Assist POD Supervisor with inspection of the facility and complete any damage assessments as necessary 
· Return all gear including badges, vests and radios, replace and charge any batteries
· Sign-out 




