
Logistics Support Staff Job Action Sheet
The Logistics Support Staff is responsible for:

· Reporting to Logistics Manager (LogM)
· Duties as assigned by LogM
	All Team Members are responsible for:

· Signing In/Out on the Staff Line List

· Completing a Timesheet

· Reviewing applicable Job Action Sheet 

· Maintaining safety of shelter


· Be familiar with shelter floor plan

· Set up sign in/sign out area, including posting of signs and setting up of tables and chairs
· Post shelter rules in a visible location in the registration/information area
· Complete intake process 
· Assist SpNS clients as needed  
· Maintain SpNS Staff and Volunteer Line List
· Maintain completed timesheets
· Maintain accurate count of clients, caregivers, and staff in the SpNS for census reporting
· Maintain equipment and supply inventory 
· Provide administrative and logistical support to the medical staff

· Assist SpNS clients into and out of the shelter

· Assist with food distribution

· Maintain orderly, clean area 
· Dispose of trash

· Report any problems to the LogM

· Assist in discharge process
· Assist in closure of SpNS
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