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Logistics and Administration Coordinator- Job Description

Reports to: National Team Coordinator

Department: Department: Disaster Services

Service Area: Greene/Delaware Region, Schoharie County, Saratoga/Schenectady/ Montgomery Region and Delaware/ Greene Region


Status: Full-time (up to 24 months locally and potential to deploy nationally))

Summary: The Logistics and Administration Coordinator will provide support to the entire DCM program by providing administrative and logistical support during deployment. This includes processing equipment, badges, arranging for office space, transportation and personnel support. In addition support with staff-in process, daily log activity paperwork and staff-out process. Record taking and attendance at meetings is expected.  Attention to details a must.  


Primary Responsibilities:

· Ensure that necessary equipment and emergency supplies are purchased and assembled and ready for use
· Ability to deploy within 24 hours of notification and provide report-in instructions for the team
· Arrange travel and lodging for the team as necessary within 24 hours of notification
· Set-up operations center with 48 hours of notification
· Assist with transition of services to a local level
· Assist in the drafting of documentation and reports to ACF  

Secondary Responsibilities:
· Monitor program’s process and effectiveness and prepare summation of administrative and logistical successes and areas for improvement
Qualifications: 

Education and/or Experience, Skills, Licenses and /or Competencies Required or Preferred:
· Master’s degree in Social Work, Counseling, or Psychology OR a BA in Social Work, Counseling, Psychology, or Sociology and 4 years of relevant experience
· Valid driver’s license and daily access to a vehicle
· Background/Criminal History clearance
To Apply:

Syreeta Garbarini, MSW

650 Warren St

Albany, NY 12208

518-694-0472

518-694-0393 Fax

sgarbarini@211neny.org

For information about Family and Children’s Service of the Capital Region visit http://www.fcscapitalregion.org/
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