
Justification for Administrative Assistants
For

Public Health Emergency Preparedness

· For budget period July 1, 2012 through June 30, 2013

· Utilizing Carry-over funds from BP11 under ADHS contract #12-2007884 and approved for a total of $43,575.00 by amendment #2 to the Cooperative Agreement
· Award anticipated prior to July 1, 2012
Proposal:

To hire two part-time Administrative Assistants for the Public Health Emergency Preparedness Program (formerly Bioterrorism Preparedness Program) utilizing carry-over funds from the previous grant year.  The two Administrative Assistants would work for the period of one year beginning July 1, 2012 and ending June 30, 2013.  Their hourly wage is budgeted for $14.89/hr with a 35 % ERE rate.  They would assist the program in accomplishing the PHEP grant deliverables in a cohesive and accurate manner and allow additional emergency preparedness projects to be achieved in the coming year.
Scope of work:
To assist the program with community outreach, purchase, categorize, and track program inventory, prepare expense reports and credit card logs, arrange community stakeholder meetings and be responsible for all minutes, plans, contact lists, and partner information.  They will participate in emergency preparedness operations and endeavors and assist with collaborative planning with an emphasis on functional needs populations and caregiver stakeholders both in the county and throughout the state.  The goal is to utilize the additional assistance to improve emergency preparedness among the disabled populations through training, planning, identifying contacts, and providing various groups within the county with a forum to engage those with functional needs in preparedness endeavors.  Day-to-day activities for both Administrative Assistants are outlined under the following list of projected duties.
Projected Duties:
· Daily mail distribution
· Internal and external correspondence

· Tracking all supplies and inventory including capitol equipment, furniture, computers, and storage locker inventory

· Assisting with purchasing program supplies

· Tracking Time Distribution Reports

· Making all hotel and travel arrangements and submitting vouchers

· Program vehicle maintenance and travel log

· Photo coping of preparedness materials

· Making meeting arrangements to include procuring venue, arranging refreshments, and inviting partners

· Tabulating meeting attendees

· Taking meeting notes

· Updating contact lists

· Tracking educational endeavors

· Preparing monthly reports

· Preparing credit card logs

· Preparing contractual expense reports

· Taking all required training for program

· Preparing information packets for partners

· Assisting with communications drills and preparing communications reports

· Participating in all required programmatic endeavors as required

· Responsible for quarterly employee certification documentation including those used for grant requirements

· Organization of shared folders 

· Request internal recruitment for positions by May 1st
· Request two part time Administrative Assistant positions be added to PHEP org chart

· Request necessary office space
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PHEP Program Director


