JOB ACTION SHEET

INTELLIGENCE GROUP

Group Leads: Kelly Wroblewski, Tony Barkey, Jennifer Pierson
Group Members: Doug McNamara, Kenny Landgraf, Neha Desai, Gavin Gollehon, Pat Dostert, Melissa Von Hatten, Pam Moleta, Josh Rowland, Denise Korzeniowski, Natalia Machuca, Brian Remortel (Brian and Natalia on major calls only)

Group Support: Cassandra Hadley, Abby Wright
Duties:

The Intelligence Group will facilitate collecting, evaluating and disseminating incident and status information to key personnel as well as direct the analysis and sharing of information with collaborating members and agencies.
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:

· Intelligence gathering and information flow for status briefings by monitoring conference calls, media outlets and other credible sources of information.

· Prepare situation status reports relative to the emergency, including projections of resources required compared to the availability of resources.
· Maintain list and manage scheduling of calls to monitor.

· Participate in relevant conference calls.

· Monitor media and surveillance resources.

· Take and distribute notes as necessary.

· Report out to the Information Section Chief.

· Connect with relevant partners in issue specific items.

· Provide support to Technical Assistance in answering questions from states, as requested by TA Section Chiefs.

· Provide subject matter expertise to other sections.

· Analyze new guidance documents to understand policy changes.
· Forward requests and relevant information from assisting/cooperating agencies rapidly to the appropriate functional module(s).
