Idaho Emergency Operations Center (IDEOC)

Job Description: Plans Section Chief

07/17/2019

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 IDEOC.
The Plans Section Chief is responsible for gathering and analyzing all data regarding disaster operations and assigned resources, conducting the planning meetings, and preparing the action plan for each operational period.  The Planning Section Chief may have a deputy from one or more of the other involved agency(s).
DUTIES AND RESPONSIBILITIES:

1. Facilitates in planning meetings with section chiefs, unit leads, high-ranking military and civilian personnel such as the State Adjutant General, National Guard Bureau, and state and local government representatives.

2. Collect and process situation information.

3. Supervise preparation of the IDEOC Action Plan and Situation Report.

4. Provide input to the IDEOC Manager and the Idaho Multi-Agency Coordination (ID-MAC) Group.

5. Assign/reassign personnel as needed to fulfill staffing needs in the IDEOC.

6. Establish information requirements and reporting schedules for Plans Section Units.

7. Establish special information collection activities as necessary, e.g., weather topic, environmental, toxic, demographic, etc.

8. Assemble information on alternate support strategies.

9. Provide periodic predictions of disaster potential.

10. Report any significant changes in disaster status.

11. Compile and display disaster status information.

12. Document activities in unit log. 
13. Ensure unit logs are maintained.

SUPERVISORY CONTROLS:  The incumbents work under the supervision of a manager or Directorate.  The incumbents will plan the methods and priorities for accomplishing daily assignments independently, and resolves problems and questions that may arise based upon the IDEOC priorities and needs.  

Three supporting positions report directly to the Plans Section Chief.

· Situation Unit – The Situation Unit is responsible for collecting, processing, and organizing situation information, and preparing the daily situation report; preparing displays to communicate a common operating picture for the incident; providing a forward-looking assessment of an incident.  
· GIS Unit – The GIS Unit is responsible for creating and maintaining data and/or maps that can be combined with geographically referenced data.
· Documentation Unit - The Documentation Unit is responsible for maintaining records, reports, directives, forms, duplication and distribution services, work assignments, equipment, filing of incident documentation for legal, analytic and historical purposes.
PERSONAL WORK CONTACTS:  The incumbent comes in daily contact with high level commanders and supervisors and other members of the various tenants and units stationed or working on the base.  Comes into frequent contact with various agencies of the federal, state, county and city government, contractors and representatives of local civilian concerns, military personnel and organizations as a representative of the Installation Commander.
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-230, Principles of Emergency Management

· IS-240, Leadership & Influence

· IS-241, Decision Making and Problem Solving

· IS-242, Effective Communication

· IS-288, The Role of Voluntary Agencies in Emergency Management

· IS-700, National Incident Management System Intro

· IS-775, EOC Management and Operations

· IS-800, National Response Framework Intro

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

· IDEOC Plans Section Chief trainings
· IDEOC Situation Unit trainings
· IDEOC Documentation trainings
· G-191, ICS/EOC Interface
· E/L/G-2300, Intermediate Emergency Operations Center Functions

· Optional Continued Education 

· E/L 962: All-Hazards Position Specific Planning Section Chief
· E/L 964: All-Hazards Position Specific Situation Unit Leader
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

· Visio

· Adobe

· 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 provide leadership to those working under the position
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