Idaho State Emergency Response Team (SERT)

Position Description: Documentation 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 Documentation Unit will maintain records, reports, directives, forms, duplication and distribution services, work assignments, equipment, filing of incident documentation for legal, analytic and historical purposes.
DUTIES AND RESPONSIBILITIES  

1. SERT specific responsibilities:

· Organize incident files.

· Establish duplication and distribution services for the SERT.

· File official forms and reports both electronically and hardcopy.

· Review records for accuracy and completeness; inform appropriate units of errors or omissions. 

· Provide incident documentation as requested.

· Store files for post-incident use.

2. Provides direct support by organizing, collecting, analyzing and presenting information related to the SERT and Disaster Recovery activities. Attends meetings and assists in the preparation of the agenda items, presentations and reports.

3. 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, assumes responsibility for ensuring requests for action or information are made known to responsible officials who can satisfy the request.  Follows up on required actions in a timely manner, ensuring requests are properly satisfied.

4. Maintains suspense records on incoming correspondence and action documents and follows up on work in process to ensure timely reply or action.

5. Independently performs various general clerical duties in support of the organization’s operations to include: Receives and answers routine telephone inquiries or refers to appropriate staff.  Uses judgment to answer recurring questions and resolve clerical and administrative problems.  Receives and refers visitors.  Distribute mail and messages. Record the receipt, suspense, and completion dates as appropriate.  Establishes controls and suspense dates and follows up on suspense dates to ensure required actions and responses are made within deadlines.  
SUPERVISORY CONTROLS
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-200, ICS for Single Resource and Initial Action Incidents

· IS-700, National Incident Management System Intro
· IS-800, National Response Framework Intro

· IS-2200, Basic Emergency Operations Center Functions
· Required Classroom courses

· SERT Documentation trainings

· Optional Continued Education Courses 

· Any EMI Independent Study course

1. 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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