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NAME:






     PARA:    LINE:
TITLE: Logistics Assistant 



 DUTY NUMBER:  EM-088








HAZARDOUS DUTY PAY:  N

SERIES: GS-303





              FLSA:  N

DUTIES

Serves as a member of the Logistics Planning and Response Team (LPRT).  The LPRT is responsible for supporting the ESF3 cell, ERRO, the DTOS and a Mobilization Center or distribution sites in a disaster response effort.  Logistics activities may include, but are not limited to, travel and transportation, hotels and rental cars, supplies and materials, facilities management, warehousing activities.  Employee may be required to perform any of the following duties:


Hotels and Rental Cars:  Responsible for locating, reserving and assigning rental cars and hotel rooms for Corps personnel responding to the event district.  Utilizes ENGLink Deployment Module to determine numbers of personnel coming in on a daily basis.  Utilizes the ENGLink Deployment Module for inputting hotel and rental car data.  Uses the Unit Card for blocking rooms and rental cars.  Maintains database and provides accurate hotel and rental car information on a daily basis to appropriate personnel.


Shuttle and / or Delivery Service:  Utilizing ENGLink Deployment Module, identify personnel incoming to event arena.  Meets incoming personnel are met and transported from airport to In-Processing Station.  Serves as Motor Vehicle Operator delivering supplies as materials as required to outlying warehouses, distribution sites or Emergency Field Offices.


Supply:  Operates supply stockroom in support of response effort.  Orders, receives and issues supplies as required.  Locates sources and ensure compliance with acquisition laws, regulations, and guidelines.  Maintains accountability of all receipts and issues, to include Corps visibility items (red/ white shirts, hats, raingear, safety vest, etc.).


Property: Assists PBO in performing property accountability.  Utilizes spreadsheet database in the event that APPMS is not available.  Assists in establishing hand receipt accounts, conducts basic overview in accomplishing inventories.


Inventory Management:  Performs receiving and issuing activities at Mobilization Center or warehouse locations.  Maintains reporting inventory figures as required.  Maintains receiving and issuing documentation for payment purposes.  Operates materials handling equipment as required.


Transportation:  Coordinates with appropriate transportation and travel contractor for travel arrangements (Resource tracking requirements, transportation of personnel and mission commodities, including air charters, shuttle vans, special purpose vehicles, etc.) as necessary to support mission requirements.


Facilities:  Assists in obtaining necessary facilities, both fixed and mobile, to support USACE deployed personnel in performance of their required missions.  Assists in managing the facilities during the length of the emergency operation, which includes coordination of necessary support to and operate and maintain the facilities.

EMERGENCY OPERATIONS JOB DESCRIPTION

Page 2 of 3

NAME:






     PARA:    LINE:
TITLE: Logistics Assistant 


       DUTY NUMBER:  EM-088







HAZARDOUS DUTY PAY:  N

SERIES: 





              FLSA:  


Maintenance:  Maintains listing of all equipment utilized by USACE in support of the emergency response.  Follows maintenance plan to ensure all of the equipment is properly maintained to support mission requirements.

Performs other duties as assigned.


QUALIFICATIONS

Incumbent must have been medically screened and cleared in the past 24 months.

Knowledge of logistics functions and business processes (travel, rental cars, lodging, warehousing, inventory management, property accountability, supply).  

Knowledge of Corps and Logistics automated systems (APPMS, CEFMS, VIMS, ENGLink).

Experience in disaster response would be advantageous, but on-the-job training in the application of emergency response procedures will be given if necessary.

Knowledge of CEFMS processing procedures.

Government VISA Card Certification 

SUPERVISION

Works under the supervision of LPRT Team Leader, Assistant Team or Staging Operations Leader, Property Book Officer or Organizational Support Leader ( 4 Person LPRT Management Cell), dependent upon the specific logistics activities assigned.  Work is assigned in terms of objectives, priorities and deadlines.  Performs recurring assignments independently, with advice and assistance provided for new or revised projects of procedures.


REQUIRED TRAINING

Logistics Planning and Response Team classroom Training and / or exercises.

ENGLink Deployment Module and / or Resource Tracking System

ENGLink Federal Response Plan On-Line Training

Government VISA Card Training


REQUIRED EQUIPMENT

Red/ White Corps Shirt



Basic Office Supplies

Steel Toe Boots




COR Certification, if applicable

Rain Gear




Laptop Computer

Hard Hat




State Driver’s License
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PHYSICAL DEMANDS AND MEDICAL FACTORS
Office work includes occasional visits to disaster site for information gathering.  Office medical clearance and specified immunizations are required to perform the duties of this position.  Prior to departure, the employee is made aware of diseases indigenous to the disaster site if OCONUS and preventive measures to take.  Office work entails extended work shift of 12-16 hours per day for first 2 weeks to 29 days, then no less then 12 hours per day.  90% of the time CONUS work locations will have power, water, heating, and air-conditioning.  Personal Protective Equipment may be provided as appropriate for work tasks performed.  Lack of sleep may occur due to long work hours and living conditions.  Living conditions range from having all basic amenities; light, power, water, refrigeration, to not having one or more of these amenities for the first two weeks after the disaster.  Environmental conditions at work locations could range from excessive heat and humidity (typical Florida summer weather) to extreme cold and rainy. Employee should be alert to difficult work conditions such as wet or uneven floors or carpets; broken walkways; unlighted parking lots; sharp edges on equipment in crowded work areas; falling objects for unsecured or improperly stacked cabinets in office work areas; lack of emergency lighting; electrical cables strung across floors or hanging from ceilings; unprotected or ungrounded electrical circuits; other hazards created by poor house keeping; ergonomic issues related to lifting and carrying, seating, or video display terminals; repetitive motion injury from using computers; reactions to particulate matter or microbial contaminants that cause delayed or long-term effects; infectious disease (including vector-borne illnesses) that may be aggravated by crowded work spaces, poor ventilation, or poor air quality and  exposure to weather extremes without time to be acclimatized.


