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FINANCE & ADMINISTRATION | SECTION CHIEF JOB AID


	SECTION  
OVERVIEW      
	
	SECTION IS RESPONSIBLE FOR PROVIDING FINANCIAL SUPPORT AND COORDINATION

ELEMENTS INCLUDE:
· Provide continuity of financial support to the County and community
· Maintain accurate files of all timesheets
· Determine purchase order limits
· Validates workers’ compensation claims
· Document and manage County costs and recovery of those costs as allowable
· Provides administrative support to all EOC Sections as required, in coordination with the Supply Unit and Personnel Unit.
· Accurately maintains all recovery documentation during the response and submits costs on appropriate forms to the EOC Director for coordination with the Federal Emergency Management Agency (FEMA).

	POSITION OVERVIEW
	
	Responsible for the financial support, response, and recovery for the incident

	REPORT 

REPORT 

	TO

TO ME
	MANAGEMENT | EOC DIRECTOR

FINANCE SECTION UNIT
· Time Unit Leader
· Procurement Unit Leader
· Comp./Claims Unit Leader
· Cost Unit Leader

	PLANS
& REPORTS
	
	· ASSESS, TRACK, AND ORGANIZE COST OF IMPLIMENTATION PER STATE AND FEDERAL COST RECOVERY GUIDELINES
· INCIDENT COST SUMMARY
· WORKER’S COMPENSATION AND CLAIMS DOCUMENTS


	FORMS 

	
	FORMS
· POSITION JOB AID
· ICS-211 CHECK-IN LIST
· ICS-214 ACTIVITY LOG
· ICS-226 FOR PERSONNEL CREDENTIALING 
· Benton County Worker’s Comp forms and policy
· OSHA Form 801
· Benton County and FEMA Procurement policies

	GUIDES
	
	· PA DAMAGE CATEGORIES
· STATE OF OREGON PDA

	WORKSTATION
	
	EOC FINANCE SECTION

	EQUIPMENT
	
	· Laptop
· MUNIS/ESS Access
· Purchasing Cards
· Calculator with tape
· Lockbox 
· Vest
· Finance Section EOC bag 





Additional Duties:
· Provide leadership and direction to assigned staff
· Manage all assigned personnel
· Approve all work produced in Finance Section 
· Ensure section is able to meet deadlines 
· Ensure open communication with between Sections and Command Staff
· Ensure all work products are completed

Meetings: 
	TIME
	

	
	Command and General Staff Meeting

	
	Planning Meeting

	
	Operational Period Briefing

	
	Transfer of Command Briefing 

	
	Additional meetings/briefings by invite

	
	

	
	




	TYPE
	
	TIME
	
	STATUS

	DUTIES         
	

	
	
	
	Ensure that all financial records are maintained throughout the emergency.  
	

	
	
	
	Ensure that all on-duty time is recorded for all emergency response personnel.  
	

	
	
	
	Ensure that all on-duty time sheets are collected from EOC staff; Departments are collecting these from DOC staff, and Field Supervisors /Incident Commanders are for their staff.
	

	
	
	
	Ensure there is a continuum of the payroll process for all employees responding to the emergency.  
	

	
	
	
	Determine/remind individuals of purchase order limits for the procurement function in Logistics.  
	

	
	
	
	Ensure that workers’ compensation claims, resulting from the response are processed within a reasonable time.
	

	
	
	
	Ensure that all travel and expense claims are processed within a reasonable time.
	

	
	
	
	Provide administrative support to all EOC Sections as required, in coordination with the Personnel Unit.
	

	
	
	
	· Activate units within the Finance/Administration Section as required.
· Monitor section activities continuously and modify the organization as needed.  
	

	
	
	
	Ensure that all recovery documentation is accurately maintained and submitted on the appropriate forms to the Federal Emergency Management Agency (FEMA) and/or the State-OEM.  
	

	
	
	
	Supervise the Finance/Administration Section.
	

	ACTIVATION 
	

	
	
	
	Check in at the EOC.
· (FORM | ICS-211, FORM | ICS-205A)
	

	
	
	
	Assist with EOC Set-up (If not already fully set-up).
	

	
	
	
	Receive situation, section and position briefing, initial EOC Director objectives, and next meeting/briefing schedule from available and appropriate personnel.
	

	
	
	
	Meet Finance staff, when assigned, ensure they receive initial brief, establish work assignments for initial operating period.
	

	
	
	
	Ensure readiness to maintain concise records of position activities.
· (FORM | ICS-214)
	

	
	
	
	Within 90 minutes, ensure sufficient staff is available for 24-hour schedule, or as required.
	

	
	
	
	Activate Section Units and/or expand units, as needed, and designate Unit Leaders appropriately: 
· Time Unit Leader
· Procurement Unit Leader
· Comp./Claims Unit Leader
· Cost Unit Leader
	

	
	
	
	Meet with the Logistics Section Chief and review financial and administrative support requirements and procedures; determine the level of purchasing authority to be delegated to Logistics Section.  
	

	
	
	
	Meet with all Unit Leaders and ensure that responsibilities are clearly understood.
	

	
	
	
	In conjunction with Unit Leaders, determine the initial Action Planning objectives for the first operational period.
	

	
	
	
	Participate in Command and General Staff meeting, Tactics meeting, Planning meeting, Incident Action Plan approval process, and Operational briefing.
	

	
	
	
	Meet with all Section Chiefs and ensure responsibilities are clearly understood.
	

	
	
	
	· Develop specific tactics and strategies to meet larger Unified Command Objectives
	

	RESPONSE 
	

	
	
	
	Ensure all assigned personnel establish and maintain individual position logs and other necessary files (assign a scribe as necessary).
·  (FORM | ICS 214)
	

	
	
	
	Keep the EOC Director, General Staff, and elected/other officials aware of the current fiscal situation and other related matters, on an on-going basis.  
	

	
	
	
	Ensure that the Cost Unit maintains all financial records throughout the incident
	

	
	
	
	In coordination with the Supply Unit/Buying Team, ensure that the Procurement Unit processes purchase orders and develops contracts in a timely manner.
	

	
	
	
	Ensure the Time Unit tracks and records all staff time, processes all time sheets, and processes all travel expense claims promptly.
	

	
	
	
	Ensure Compensations/Claims Unit tracks and completes all required comp. claim requirements.
	

	
	
	
	Ensure that the Finance/Administration Section provides administrative support to other EOC Sections as required.  
	

	
	
	
	Ensure that all recovery documentation is accurately maintained by the Cost Unit during the incident and submitted on the appropriate forms to the EOC Director.	Comment by Nyssa Cronin: Add forms
	

	SHIFT CHANGE/TRANSFER OF DUTIES

	
	
	
	Provide turnover briefing to position replacement. 
	

	
	
	
	Provide details regarding ongoing activities and planned activities to be accomplished during the upcoming operational period. 
· (FORM | USE CURRENT POSITION JOBAID)
· (FORM | USE CURRENT ICS-214)
	

	
	
	
	Provide all completed documentation to the Documentation Unit
	

	
	
	
	Follow EOC check out procedures, including signing out, work station clean-up and forwarding phone number where you can be reached.
· (FORM | ICS-211, FORM | ICS-205A)
	

	DEMOBILIZATION 
	

	
	
	
	Ensure adequate staffing patterns prior to demobilization.
	

	
	
	
	· Deactivate position when authorized by EOC Director and follow Demobilization Unit Leader directions/plan.
	

	
	
	
	· Complete all required forms, reports, and other documentation.  	Comment by Nyssa Cronin: forms
· Provide all completed documentation to the Documentation Unit, prior to your departure. 
· Turn over financial information to Finance/Administration Section Chief.
	

	
	
	
	Develop Demobilization plan with Planning and Operations Section.
	

	
	
	
	Ensure all personnel being released are completing appropriate paperwork.
· (FORM | ICS 214)	Comment by Nyssa Cronin: Any more?
	

	
	
	
	If Mutual Aid resources were used, release personnel and equipment as appropriate.
	

	
	
	
	Provide a forwarding phone number where you can be reached.
	

	
	
	
	Be prepared to provide input to the after-action report.	Comment by Nyssa Cronin: form
	

	TERMINATION

	
	
	
	Transition over to Recovery Operations and support Recovery Manager in tracking per project costs as directed by FEMA cost recovery and public assistance guidelines.	Comment by Nyssa Cronin: Keep or delete?
	




	TASKS (PENDING)
	

	










	NOTES
	

	







Name:
	
	Forwarding Phone #:
	_______________________

	Date:
	
	Time:
	________________am / pm
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