Job Action Sheet

Supply Manager

Level 3 (Non-licensed)

Supply Manager
Site: 


Position Assigned To:


Job Shift(s):


You Report To: Clinic Manager

Mission:
Will be responsible for the set up of clinic operations and ensure all necessary supplies/equipment are available prior to and during clinic operations.

Oversees: Supply Assistants/Runners
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 Purchasing Finance Coordinators

__ SCHA Account Clerks

__ SCHA Office Managers
Equipment:

__ Vest/ ID Badge, 2-way radio, cell phone, supply list
Initial Action:

__ Put on ID badge and vest/uniform shirt

__ Arrive at assigned site when notified and check in with Clinic 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:

__ Every hour, check all work stations for needed supplies.

__ Coordinate Supply Assistants/Runners to replenish supplies as needed.

__ Monitor supply inventory and notify Clinic Manager of items in short supply.
Deactivation Phase:

__ Maintain the clinic supply list and ensure supplies are replenished.

__ Ensure vaccines or medicines are secured and locked up.

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

__ Check out with Clinic Manager.

__ Identify issues for debriefing report.

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