Request for Local Hire

Requester:

Program Area: Individual Assistance

Date of Request:

FEMA JOB 5002
DATED POSTED
08/28/2015

43-6011
RE-Posted 9/11/15

9/11/2015

Number of positions

to be advertised:

Title of Position:

Information Reports Specialist

1

Years of Experience:

3

Job Duties:

Set up and maintain IA information folder on the JFO Common Drive, and the 1A Common Drive
Set up and maintain email distribution lists for IA reports

Collect report data, prepare and distribute reports

Maintain shared equipment (scanner, printer, fax)

Maintain IA files, prepare and package IA files for transition to Region
Take notes for IA staff meetings

Review weekly staffing patterns for accuracy

Maintain the IA Emergency Call Down

Maintain the IA Org Chart

Collect and report IA Accountability

Create signs and visual aids as needed

Coordinate with all JFO departments as needed

Experience Requirements:

Minimum 1-3 years experience in providing administrative support and office management

to an organization, division, or team. Experience in: compiling, editing and formatting
information from a varietv of sonirces* develon and review for acciiracv of corresnondence

Education Requirements:

Must be 18 years of age. Salary is $15.00 per

hour

Skills Required:

Required skills: Highly proficient in oral and written communications and ability to apply
those skills in coordination and problem solving efforts; strong computer skills to include
proficiency in Microsoft Office software programs; skilled in Internet research. Must be a

1L1S citizan \W/ill ha ranniirad tn nace 2 Eadaral Sacuirihs hackaroiind chacle

Report to:

9/13292B5

Requested Report Date:

Notes:

Duration of Assignment (days):

JACQUELYN A
Program Manager Approval: ERWIN

Digitally signed by JACQUELYN A ERWIN

DN: c=US, 0=U.S. Government, ou=Department of
Homeland Security, ou=FEMA, ou=People,
Ccn=JACQUELYN A ERWIN,
0.9.2342.19200300.100.1.1=0927482707.FEMA
Date: 2015.09.11 12:58:28 +10'00"

Date:

O/19/2005
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	Notes: 
	Date: 09/11/2015
	Requested Report Date: 09/13/2015
	Date of Request: 09/11/2015
		2015-09-11T12:58:28+1000
	JACQUELYN A ERWIN




