Idaho State Emergency Response Team (SERT)

Position Description: Mission Unit Specialist


10/2022

INTRODUCTION
This position is assigned to a major functional organization within the State of Idaho, Military Division, and Idaho Office of Emergency Management (IOEM) to provide support to the SERT.  

The Mission Unit is responsible to review requests for assistance and complete mission assignments for the SERT Lead to approve.  Upon approval the Mission Unit will send the form to the appropriate agency. This is accomplished through identification of resources to meet the needs of a request and coordination to deliver the needed resources. All functions not assigned by the Mission Unit Leader, remain the responsibility of the Unit Leader.
DUTIES AND RESPONSIBILITIES  

Note that some of the activities are one-time actions; others are ongoing or repetitive for the duration of the incident.

1. Obtain briefing from Mission Lead.

2. Receives and collects Request for Assistance (RFA) for mission assignment. 

· Enter Mission Assignment into WebEOC, as directed.
· Coordinate with requestor on missing information and defining the need.
· Coordinate with state agencies and Military Purchasing to find the needed resources.
· Complete a Mission Assignment form.
· Track the form through the process of getting all signatures.
· Coordinate with all parties involved in ensuring that the critical need is met.
· Coordinate with the Resource Specialist on resources that are deployed.
· Coordinate with Situation Unit for reporting purposes.

3. Monitor the status of the mission assignment in WebEOC.
4. Maintain situational awareness.

5. Prepares responses to requests for information, anticipates need for information and prepares material so it is immediately available for supervisor needs.  In the absence of the supervisor continues job duties. 
6. Brief Mission Lead on current problems, recommendations, outstanding issues and follow-up requirements.

7. Maintain position log.

SUPERVISORY CONTROL

The incumbents work under the supervision of a Section or Branch Chief or Unit Leader.  The incumbents will plan the methods and priorities for accomplishing daily assignments independently and resolves problems and questions that may arise based upon the SERT priorities and needs.  

PERSONAL WORK CONTACTS
The incumbent comes in daily contact with high level leaders, supervisors and other members of the various tenants working at the State’s Chinden Campus.  Comes into frequent contact with various agencies of the federal, state, county and city government, contractors and representatives of local civilian concerns.

MANDATORY REQUIREMENTS:

1. Must maintain a valid driver’s license.

2. Training

· Required Independent Study Courses http://training.fema.gov/IS/crslist.asp  

· IS-100, Intro to Incident Command System

· IS-700, National Incident Management System Intro

· Required Classroom courses

· SERT Logistics section training

· Optional Continued Education Independent Study Courses 

· Any EMI Independent Study course

3. Knowledge Skills and Abilities (KSAs)

· Ability to gather, analyze and organize facts

· Ability to communicate effectively orally and in writing

· Ability to plan, organize, prioritize work, and meet deadlines

· Knowledge of the following Microsoft and other software programs:

· Outlook

· Word

· Excel

· PowerPoint

· WebEOC

· Ability to act on written and verbal direction

· Ability to work under significant time pressure and stress

· Ability to facilitate briefings

· Ability to work on own initiative when appropriate

· Ability to work under significant time pressure and stress

· Ability to provide leadership to those working under the position

· Ability to operate with courtesy and respect at all times
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SALARY GRADE:  NGA-7
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