
 

Continued on other side. 

JOB ACTION SHEET Business Continuity Coordinator 

 

Reports to Primary Coordinator 

Goal 

To determine property space availability for dispensing, direct Volunteers 
responsible for Room Service Dispensing, assure communication with the 
Primary Coordinator, and monitor and record all expenses associated with 
Closed POD implementation 

Qualifications Extensive supervisory experience, strong communication, organizational, and 
leadership skills 

Equipment Closed POD Plan, Command Coordinator vest, ID, pens, pencils, clipboard, 
radio 

Assigned area All Closed POD areas 

 

INITIAL ACTIONS 

  Read this entire Job Action Sheet. 

  Determine space availability for designated dispensing areas. 

  If necessary, work with the Primary Coordinator and the property to close down or relocate 

any special functions. 

  If using the Room Service Dispensing method, notify registered guests of the dispensing 

plan. 

Command Briefings and Set-up 

  Report to the staging area.   

  Sign in to the Closed POD, put on vest and ID. 

  Complete a Medication Screening Form. 

  Take part in the Closed POD Command Briefings to all POD volunteers. 

  If using the Room Service Dispensing method, give the Command Briefing to Room Service 

Volunteers.  

  If using the Room Service Dispensing method, hand out Job Action Sheets to Room Service 

Volunteers. 

Medication 

  Prior to opening the Closed POD to recipients, report to the ballroom dispensing 

area. 

  Receive medication from the Dispenser.  Take your first dose immediately. 
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ONGOING TASKS 

  If using the Room Service Dispensing method, supervise Room Service Dispensing 

Volunteers. 

  Monitor disruptions to the facility’s business due to Closed POD operations. 

  Communicate with front desk. Make sure newly arrived guests are aware of the Closed POD 

operation. 

  Track any incurred expenses due to additional personnel costs. 

  Track any incurred expenses due to additional supplies. 

  Review closed POD operations for other additional expenses.  

STAND DOWN 

  When operations end, take part in the volunteer debriefing. 

  Sign out. 
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