
Public Health Phone Bank Coordinator

Overview

The Phone Bank Coordinator will offer oversight of the phone bank in coordination with the Phone Bank Room Lead during the phone bank’s activation.  The Phone Bank Coordinator also acts as a Liaison between the phone bank and the Joint Information Center.

Job Description

The Phone Bank Coordinator works with the Phone Bank Room Lead to physically set up the phone bank facility and offer oversight to operations there throughout the phone bank’s activation.  The Phone Bank Coordinator acts as a liaison between the phone bank and the Lead Public Information Officer and members of the Joint Information Center.  The Phone Bank Coordinator will relay to the Phone Bank Room Lead credible, accurate, timely information that has been approved by the Lead PIO for release to the public.

The Phone Bank Coordinator will also work with the Volunteer Coordinator before activation to ensure adequate training is developed for the Phone Bank Room Lead and Phone Bank Operators. 

Command & Control

· Phone Bank Coordinator will report directly to the Lead PIO.

· Phone Bank Coordinator will directly supervise the Phone Bank Room Lead.

Qualifications

· This person must thoroughly understand the PICC Plan and the roles included in it.

· This person must have public information officer training, disaster training or experience and NIMS training.

· This person must have good communication skills, knowledge of proper phone etiquette and good people management skills.

· This person should be familiar with health and safety issues for staff and volunteers.

Specific Actions

· Work with the Phone Bank Room Lead to physically set up the phone bank facility.
· Work with Volunteer Coordinator to offer training to staff and volunteers.
· Ensure Phone Bank Room Lead needs are requests are handled through the appropriate chain of command as described in NIMS.
· Assist Phone Bank Room Lead as requested.
· Ensure Phone Bank Room Lead follows PICC operating procedures at all times.
· Be aware of developing mental health needs of phone bank staff and volunteers.
· Communicate additional volunteer needs to Volunteer Coordinator.
· Maintain necessary documentation as described in NIMS.
· Provide Lead PIO frequent updates on phone bank operations.
· Act as a liaison between the phone bank and the Lead Public Information Officer and members of the Joint Information Center.
· Relay to the Phone Bank Room Lead credible, accurate, timely information that has been approved by the Lead PIO for release to the public through the Phone Bank Operators.
· Attend JIC briefings as requested by Lead PIO.
· Assist Lead PIO with other duties as requested.
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