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POSITION NAME 
Job Action Sheet (JAS)
Section/ERG

Instructions: This document provides an overview of an ICS position and only highlights the critical tasks of the position.  

Mission:  list the core overarching purpose of the position 
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Immediate Actions

· Sign in at Personnel Station
· Report to Section/ERG supervisor or designee
· Debrief with outgoing POSITION NAME
· Immediate Action
· Immediate Action

· Immediate Action 

(Section should enable an individual to quickly begin their tasks, think to yourself what would I need to know upon arrival?)
	Ongoing Actions

· Ongoing action 
· Ongoing action
· Ongoing action

· Ongoing action
· Ongoing action
· Ongoing action
(Try to hit the key points without adding in information that will not benefit the reader in performing their job)
	End of Shift Actions

· Ensure that all required agency forms, reports, and documents are complete

· End of shift action
· End of shift action
· End of shift action
· End of shift action

· Debrief with incoming POSITION NAME
· Sign out at the Personnel Station




REFERENCE MATERIAL ON OPPOSITE SIDE
POSITION NAME
Reference Material 
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Position Specific Detailed Instructions
How to create an ALPHA report:
1.)

2.)

3.)

4.)

How to access BETA reports:

1.)

2.)

3.)

4..)

(ERGs/Sections may also want to consider a flow chart here if visually explaining a process is possible)

	DESK OFFICER EMAILS

	
	Mental Health
	

	
	Finance
	

	
	Public Information Officer
	

	
	Safety
	

	
	Logistics
	

	
	Information Technology
	

	
	Planning
	

	
	Public Health Labs
	

	
	Countermeasures
	

	
	Healthcare Systems Support
	

	
	Operations
	

	
	Continuity of Operations
	

	
	Legal
	

	
	Liaison 
	

	
	
	

	
	
	

	
	
	

	
	Important contacts: (leadership, backups, frequent interactions etc.)
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Updated on 00/00/0000  For questions and comments contact:  
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