Support Staff Assignments

11/10/2014
	Section for Environmental Public Health/
Bureau of Environmental Health Services
Anna M. Baker, AOSA
800# Call tree
Administrative

Section/Division Liaison
Webservers

Personnel Contact

1-6141

	Nanette Barding, SOSA

1-6095
(Main Bureau Phone Line)
On-Site Sewage 

a) Inspection Data entry

b) assigns construction application numbers, 

c) Creates files for construction, variance request & technical review for appropriate staff

d) Permit application mail out

e) Mail out renewal reminders.

f) Mail out class confirmations

g) Proofing/formatting letters

h) Reconciling Transmittals

Lodging

i) Filing

j) Data Entry

k) Licensing mail out

l) Mail out correspondence

m) Reconciling Transmittals

Print Reqs 

(including Business cards)
Procurement/Supplies

n) All Bureau Staff 
Update Wall Calendar

New EPHS ID #s (backup)

Travel Arrangement (backup)
Mail 

Lunch Phones alternating weeks 


	Kelly Jacobs, SOSA

1-6111
Field Staff Support 

· New EPHS ID #s
· Meetings/Trainings coordination/logistics and registrations

Travel Arrangements

(All Bureau Staff)

a) Car Rentals-Instate

b) Hotel reservations-Instate

Out of States **
(All Bureau Staff)

Food Program back-up
RRT Support
As needed

Archiving 

Requesting files and processing files to be archived.
Mattress Program

Send Letters pertaining to questions re: Labeling and Registration.
Certificate Of Free Sale
Procurement (backup for supplies)

Print Reqs (back up)

Environmental Childcare

(backup)

Mail 

Lunch Phones alternating weeks 

	J.D. Kelley, SOSA

1-6090
Food Manufacturing

a) Scanning Incoming Inspection Reports

b) Entering Inspections into the Manufactured Food Database

c) Updating Manufactured Foods Inventory List in Database

d) Filing Inspections in paper file and electronically

e) Sending out weekly report on completed inspections to FDA liaison
f) Data entry on Product complaints

Food Protection/

a) Track Warehouse Inventory for Food Prgm (forms and literature)

b) Meeting Planning/Organizing

c) Recall support as needed

Frozen Desert

a) Data entry

b) Filing

c) Reconciling Transmittals

Mail out correspondence

Summer Feeding (seasonally)
a) Data Entry 

b) Filing

Environmental Childcare
a) Filing

b) Data Entry of Inspection request forms 

c) Misc. requests as needed

Mail 

  Lunch Phones alternating weeks




Anything not listed see your program person or back up 
Final – 11/10/2014

