Job Action Sheet

Supply Assistant/Runner

Level 3 (Non-licensed)

Supply Assistant/Runner
Site: 


Position Assigned To:


Job Shift(s):


You Report To: Supply Manager

Mission:
Will assist patients, staff and visitors in maintaining the logistical support structure of the clinic.
Qualifications:
Non-medical, good organizational skills, able to stand and walk for long periods, able to lift heavy objects (up to 50 lbs or obtain assistance), required training, required vaccine/prophylaxis
Possible Candidates:

__ MRC Level 3

__ SCHA Maintenance staff

__ SCHA Environmental Health Specialists
__ CERT volunteers
__ Any volunteer
Equipment:

__ Vest/ ID Badge
Initial Action:

__ Put on ID badge and vest/uniform shirt

__ Arrive at assigned site when notified and check in with Supply Manager.

__ Read this entire Job Action Sheet.

__ Obtain orientation and familiarize yourself with all clinic areas.

__ Familiarize self with site set-up, supplies needed at each workstation, and where supplies are kept.

__ Obtain orientation regarding specific tasks and special instructions for prophylactic agent(s) being used.

__ Assist with site set-up.

__ Secure/replenish all necessary supplies and equipment.
Primary Duties:

__ Periodically, walk around to check all workstations, empty waste containers and deliver needed supplies.

__ When a station signals a need by waving a pom-pom and/or blowing a whistle, go to the station and assist them with the need.

__ Monitor supply inventory at stations, notify Supply Manager of items in short supply.

__ Recycle clipboards between stations (if needed), take unused clipboards back to Registration table.

__ Relay messages and requests to staff as needed.

__ Run errands as directed by staff.
Deactivation Phase:

__ Assist with the tear down and clean up of the area.

__ Check out with Supply Manager.

__ Identify issues for debriefing report.

__ Participate in debriefing sessions at shift change or close of clinic.
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