JOB ACTION SHEET

FINANCE/ADMINISTRATION SECTION
Section Chiefs: Heather Christiano, Carol Clark, Lisa Chilcote
Section Team: Maria Thomas, Danny Calzadillas, Fred Hill, Josh Hernandez, Felicia Mourning, Melissa Von Hatten

Duties:

The Finance/Administration Section will manage employee care/wellness, morale, establish and maintain infrastructure and supplies, communicate regarding allowable expenditures and delays in deliverables related to the cooperative agreement and address human resources policies related to the response and staffing needs.

Initial Actions: 

· Sign-in to Staff Roster

· Read entire Job Action Sheet

· Alert Incident Commander if you are unable to perform any of the duties in the Job Action Sheet.

· Clarify any questions or concerns prior to starting work.

· Familiarize self with the work station and resources.

· Establish and maintain a Job Action Log that chronologically describes your actions during your shift.
Specific Job Actions:

· Maintain APHL EOC facilities, including comfortable temperature, TV/Video output, office supplies.

· Ensure that the information systems and telephone system is meeting the organizational needs of the response.

· Update all staff regarding any HR policy changes.

· Update all staff regarding any grants and finance policy changes.

· Brief Operations and Information Section Chiefs regarding what the EOC will need from them.

· Participate in standing calls as requested.

· Update APHL EOC staff at daily briefings.

· Contracts development

· Provide travel and support for detailed staff.

· Provide food and beverages to EOC if needed.

· Provide IT support/AV/SharePoint support, including reliable email/internet access, properly routed calls, help desk support.

· Conduct financial monitoring, authorizing utilization or diversion of financial resources.
· Make and approve payments.

· Responsible for contracts with members/vendors.

