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FINANCE & ADMINISTRATION | TIME KEEPING UNIT LEADER JOBAID


	SECTION  
OVERVIEW      
	
	SECTION IS RESPONSIBLE FOR PROVIDING FINANCIAL SUPPORT AND COORDINATION

ELEMENTS INCLUDE:
· Provide Continuity of Financial Support to the County and Community
· Document and manage County costs and recovery of those costs as allowable
· Maintain a positive image for the County in its dealings with the community

	POSITION OVERVIEW
	
	Responsible for working with all Department Liaisons and Sections to ensure field units track hours worked by personnel and volunteers & preparing daily personnel time recording documents.

	REPORT 

	TO
	FINANCE & ADMINISTRATION | SECTION CHIEF

	PLANS
& REPORTS
	
	SUPPORTS ASSESSMENT, TRACKING, AND ORGANIZATION OF THE COST OF IMPLEMENTATION PER STATE AND FEDERAL COST RECOVERY GUIDELINES

	FORMS
	
	· POSITION JOBAID
· RESOURCE TRACKING
· ICS-205A COMMUNICATION LIST
· ICS-210 RESOURCE STATUS CHANGE
· ICS-211 CHECK-IN LIST
· ICS-214 ACTIVITY LOG
· ICS-226 FOR PD CREDENTIALING 

	GUIDES
	
	· PA DAMAGE CATEGORIES
· STATE OF OREGON PDA

	WORKSTATION
	
	EOC FINANCE SECTION




Meetings: 

	TIME
	MEETING TITLE/TOPIC

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	













	TIME
	
	
	
	STATUS

	DUTIES         
	

	
	
	
	Track, record, and report all on-duty time for personnel working during the emergency.  
	

	
	
	
	Ensure that personnel time records, travel expense claims and other related forms are prepared and submitted to budget and payroll office.
	

	
	
	
	Supervise the Time Keeping Unit.
	

	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.
	

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

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

	
	
	
	Meet with the Finance Section Chief and review current situation and display resources.
	

	
	
	
	Meet with all Unit Leaders and ensure responsibilities are clearly understood.
In conjunction with other Unit Leaders, determine the initial Finance Section objectives for the operational period.
	

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

	RESPONSE 
	

	
	
	
	Establish and maintain a time keeping system.
· (FORM | ICS-211)
· (FORM | RESOURCE TRACKING)
· (FORM | ICS-210)
	

	
	
	
	· Initiate, gather, or update time reports from all personnel, to include volunteers assigned to each shift. 
· Ensure that time records are accurate and prepared in compliance with policy.
	

	
	
	
	· Obtain complete personnel rosters from the Personnel Unit.
· Rosters must include all EOC personnel as well as personnel assigned to the field level.  
	

	
	
	
	Provide instructions for all supervisors to ensure that time sheets and travel expense claims are completed properly and signed by each employee prior to submitting them.  
	

	
	
	
	· Establish a file for each employee or volunteer within the first operational period.
· Maintain a fiscal record for as long as the employee is assigned to the response.  
	

	
	
	
	Keep the Finance/Administration Section Chief informed of significant issues affecting the Time-Keeping Unit.
	

	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 Finance/Administration Section Chief and follow Demobilization Unit Leader directions/plan.
	

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

	
	
	
	Clean up your work area before you leave.
	

	
	
	
	Provide a forwarding phone number where you can be reached.
	

	
	
	
	Be prepared to provide input to the after-action report.
	

















SHIFT/STAFF CHANGE
	TASKS (PENDING)
	

	



















	NOTES
	

	

















	













	Name:
	
	Forwarding Phone #:
	_______________________

	Date:
	
	Time:
	________________am / pm
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