Idaho Emergency Operations Center (IDEOC)

Job Description: Personnel Specialist

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 Personnel Specialist is located within the Finance Unit and is responsible to ensure that all personnel resources assigned to an incident are accounted for.

DUTIES AND RESPONSIBILITIES:

1. Post signs so that arriving resources can easily find the check-in locations.

2. Verify people entering IDEOC are required to be there and validate identity.
3. Record check-in information on Check-in Form.

4. Brief new incoming staff on facility and policies.

5. Transmit check-in information to Time Unit Lead on a regular, pre-arranged schedule.

6. Forward completed Check-in Forms to the Time Unit Lead.

7. Prepare head count for meals.

8. Document activities in position log.  

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.  

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-700, National Incident Management System Intro

· IS-775, EOC Management and Ops

· IS-800, National Response Framework Intro

· Required Classroom courses

· IDEOC Personnel Specialist
· Optional Continued Education Independent Study Courses
· IS-703, NIMS Resource Management

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 work on own initiative when appropriate
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SALARY GRADE:  NGA-5
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