JOB ACTION SHEET

INFORMATION SECTION

Section Chiefs: Tricia Aden, Megan Latshaw, Patina Zarcone

Duties:

The Information Section will provide assistance in pulling together key information and responding to all requests and ensuring that information is flowing across the teams within the section as well as to the Command Staff.

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:

· Make sure information is flowing across the teams within the Intelligence and Technical Assistance/Member Services sections as well as to the Command Staff.

· Ensure timely, critical coordination between the individuals collecting information and the individuals disseminating important information.

· Assure that all communications are routed to the pertinent individuals and agencies.

· Review records and documents for accuracy and completeness.  
· Determine from the Incident Commander if there is any sensitive or confidential information that should not be shared outside of the organization.

· Provide for ongoing incident documentation.

