Job Action Sheet

JIC Manager

JIC Manager
Mission:  The JIC Manager reports to the Lead PIO and is responsible for managing overall JIC staff and JIC operations. This includes oversight of functional units and ensuring information is shared among units. The JIC manager is also charged with managing JIC operations and acts as the Lead PIO when the Lead PIO attends EOC command briefings.


	Immediate (Operational Period 0-2 Hours)
	Time
	Initial

	Receive appointment from JIC Lead PIO and receive situation briefing
	
	

	Review JIC operations objectives with Lead PIO
	
	

	Read this entire job action sheet, review EOC org chart
	
	

	Assist Lead PIO with agency call down to request personnel at JIC
	
	

	Assist Lead PIO with making JIC assignments
	
	

	Complete JIC org chart and post on wall
	
	

	Ensure JIC is functional; request equipment, office supplies, etc. as needed
	
	

	Post important contact numbers on walls
	
	

	Support Lead PIO with managerial oversight of JIC
	
	

	Brief incoming staff as requested
	
	

	Provide guidance to JIC staff on roles and responsibilities
	
	

	
	
	

	Intermediate (Operational Period 2-12 Hours)
	Time
	Initial

	Obtain regular reports from JIC Unit Leads and forward them to Lead PIO
	
	

	Act as Lead PIO while Lead PIO attends briefings
	
	

	Support Lead PIO with managerial oversight of JIC
	
	

	Ensure all information has been verified before reaching Lead PIO
	
	

	Clarify issues with Lead PIO and provide direction to staff as needed
	
	

	Assess JIC flow of operations and determine if staff reassignments need to be made based on productivity and effectiveness
	
	

	Assist Lead PIO in ensuring all JIC activities are documented, including messages received, media contacts, interviews, information released, etc.
	
	

	Assist Lead PIO in retaining and logging copies of all media advisories and media releases
	
	

	Communicate to Lead PIO additional public information needs based on Unit Lead reports
	
	

	Summarize and post on whiteboards any new key information and critical issues as updates are provided
	
	

	Maintain rapid response status board with rumors, misinformation, issues, concerns or problems
	
	

	Assist with distributing final JIC materials to internal staff in JIC and EOC
	
	

	Ensure staff have food, water and other personal comfort items
	
	

	Answer main JIC phone and route calls as appropriate
	
	

	
	
	

	Extended (Operational Period Beyond 12 Hours)
	Time
	Initial

	Assess long term JIC operational needs
	
	

	Continue to obtain regular reports from JIC Unit Leads and forward them to Lead PIO
	
	

	Continue to act as Lead PIO in Lead PIO’s absence
	
	

	Evaluate the effectiveness of information distribution and consider other methods if necessary
	
	

	Continue to assess operations flow and reassign staff as necessary
	
	

	Ensure personal physical readiness through healthy food choices, drinking water and taking occasional breaks for rest
	
	

	Ensure JIC staff physical readiness by encouraging healthy food choices, drinking water and taking occasional breaks for rest
	
	

	Monitor JIC staff for signs of stress and fatigue and adjust assignments as needed; notify Lead PIO
	
	

	Evaluate JIC operations and provide frequent reports to Lead PIO
	
	

	Provide detailed status report and materials to relief staff at shift change
	
	

	
	
	

	Deactivation
	Time
	Initial

	Debrief with immediate supervisor
	
	

	Return all equipment and supplies to immediate supervisor
	
	

	Complete evaluation tool if provided
	
	

	Complete all paperwork and turn it in to immediate supervisor
	
	

	Assist Lead PIO with tearing down JIC and returning equipment and supplies
	
	

	Sign out
	
	


Date:		Start:		End:		Report to:					


Print name:						Agency:					


Command Ctr Location:					Radio title:		Fax:		


Telephone:			Cell/Pager:			Email:				


Shift change to:							Initial at transfer:		
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