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MANAGEMENT | LIAISON OFFICER JOB AID


	COMMAND STAFF  
OVERVIEW      
	
	SECTION IS RESPONSIBLE FOR OVERALL EMERGENCY POLICY, COMMAND, AND COORDINATION

ELEMENTS INCLUDE:
· Overall management and coordination of emergency response and recovery operations
· Oversee and manage all Sections in the EOC
· Coordinate and liaison with appropriate federal, state, local government, private and volunteer entities
· Establish priorities and resolve demands conflicts
· Prepare and disseminate emergency public information and other essential information and data about impacts and damage

	POSITION OVERVIEW
	
	· Responsible for serving as the point of contact to all internal and external individuals, organizations, agencies and customers
·  Oversee all special events, dignitary visits, and field liaison positions
· Conduct cooperator calls and outreach to ensure open lines of communication 

	REPORT 

	TO
	EOC DIRECTOR

	REPORT
	TO ME
	GENERAL STAFF
· Operations Section Chief
· Planning/Intelligence Chief 
· Logistics Section Chief
· Finance/Administration Section Chief
	MANAGEMENT STAFF 
· Public Information Officer
· Safety Officer

	PLANS
& REPORTS
	
	SHARES WITH RELEVANT STAKEHOLDERS. NOT RESPONSIBLE FOR DEVELOPMENT
SUMMARY OF ALLIED AGENCY NEEDS

	FORMS
	
	· POSITION JOB AID FOLDER
· ICS-205A COMMUNICATION LIST
· ICS-209 INCIDENT STATUS SUMMARY
· ICS-211 CHECK-IN LIST
· ICS-214 ACTIVITY LOG
· ICS-226 FOR PD CREDENTIALING 

	WORKSTATION
	
	EOC COMMAND SECTION




Meetings: 

	TIME
	MEETING TITLE/TOPIC

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



	TIME
	
	
	
	STATUS

	DUTIES         
	

	
	
	
	· Oversee all liaison activities, including coordinating outside agency representatives assigned to the EOC.
· Handle requests from other EOCs for EOC agency representatives.
	

	
	
	
	Establish and maintain a central location for incoming agency representatives, providing workspace and support as needed.  
	

	
	
	
	Ensuring that positions specific guidelines, policy directives, situation reports, and a copy of the EOC Action Plan is provided to Agency Representatives upon check-in.  
	

	
	
	
	In conjunction with the EOC Coordinator, provide orientations for VIPs and other visitors to the EOC.
	

	
	
	
	Ensuring that demobilization is accomplished when directed by the EOC Director.
	

	ACTIVATION 
	

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

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

	
	
	
	Identify agency representatives and initiate initial contact
	

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

	
	
	
	Meet Command 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)
	

	
	
	
	Meet with the Operations Section Chief, PIO, and Planning Section Chief on current operational support requirements and procedures.
	

	
	
	
	Obtain assistance for position through the Personnel Unit, as required.
	

	RESPONSE 
	

	
	
	
	Contact Agency Representatives already on-site, ensuring that they: 
· Have signed into the EOC
· Understand their role in the EOC
· Know their work locations
· Understand the EOC organization and floor plan.
	

	
	
	
	Determine if additional representation is required from:  

· Community based organizations
· Private sector organizations
· Utilities not already represented
· State and Federal agencies
· Other agencies
	

	
	
	
	· Assist the EOC Director and EOC Deputy Director in conducting regular briefings for the Inter-Agency Coordination Group.
· Assist with distribution of the current EOC Action Plan and Situation Report.  
· (PLAN | EOC ACTION PLAN)
· (FORM | ICS-209) or (REPORT | SITUATION STATUS)
	

	
	
	
	Request that Agency Representatives maintain communications with their agencies and obtain situation status reports regularly.
	

	
	
	
	· Maintain active roster of agency representatives located at the EOC
· Roster should be distributed internally on a regular basis.
· (FORM | ICS-211 JUST FOR AGENCY REPRESENTATIVES)
· (FORM | ICS-205A JUST FOR AGENCY REPRESENTATIVES)
	

	
	
	
	Alongside Management Staff, prepare EOC objectives for the Initial Action Planning Meeting.   
· (FORM | ICS-202)
· (GUIDE | PLANNING “P” GUIDE)  
	

	
	
	
	Provide and maintain effective inter-agency coordination.
	

	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, workstation clean-up and forwarding phone number where you can be reached. 
· (FORM | ICS-211, FORM | ICS-205A)
	

	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.
	

	
	
	
	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

	
	
	
	Provide Public Information officer with agency roster for final termination notification
· (FORM | ICS-211 JUST FOR AGENCY REPRESENTATIVES)
	


SHIFT/STAFF CHANGE
	TASKS (PENDING)
	

	










	NOTES
	

	










Name:
	
	Forwarding Phone #:
	_______________________

	Date:
	
	Time:
	________________am / pm



		
