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Logistics Coordinator (Egan)
	JOB TITLE
	Logistics Coordinator (Egan)

	REPORTS TO (title)
	Emergency Response Manager

	DEPARTMENT NAME
	Homeless & Shelter Services (HSS)


1.
PRIMARY PURPOSE  -  

This position will work closely with the Emergency Response Manager to manage and oversee all logistical operations related to the distribution and transportation of essential supplies and materials. This includes inventory management, coordinating the pickup and delivery of items such as food, blankets, and sleeping mats, and ensuring that transportation needs for temporary shelters and clients are met efficiently. The role is critical to the successful operation of the Egan Warming Centers, providing crucial support during the winter months.
2.
ESSENTIAL DUTIES AND RESPONSIBILITIES  -  

· Inventory Management:
· Track and maintain inventory of all supplies, including food, blankets, sleeping mats, and other essential items.
· Ensure that inventory levels are sufficient to meet the needs of all warming center locations.

· Conduct regular audits to maintain accurate records and prevent shortages or excess.
· Supply Coordination
· Coordinate the pickup, delivery, and distribution of supplies to various warming center locations.

· Liaise with vendors, donors, and partner organizations to ensure timely receipt and distribution of supplies.

· Develop and maintain a schedule for supply deliveries to align with shelter operations. 

· Transportation Management
· Organize and manage transportation of supplies and equipment to various temporary shelter locations.

· Work with transportation partners to secure vehicles and drivers as needed.

· Coordinate and potentially assist with the transportation of clients to and from the warming centers.

· Operational support:
· Collaborate with site managers and other staff to identify and address logistical needs.

· Provide on-the-ground support during shelter set-up and breakdown, ensuring all logistical aspects are handled efficiently.

· Assist in the planning and execution of emergency responses, including adjusting logistics plans as needed based on weather conditions and client needs.

· Communication and Reporting
· Maintain clear communication with all relevant stakeholders, including staff, volunteers, and external partners.
· Prepare and submit regular reports on inventory levels, transportation activities, and logistical challenges.
· Attend required meetings and training.  

 
3.
OTHER DUTIES AND RESPONSIBILITIES -  

· Maintain adherence to Company policies, safety/ergonomic standards and good housekeeping practices.

· Perform other duties and responsibilities as required.

4.
MINIMUM QUALIFICATIONS AND EXPERIENCE -  
· Proven experience in logistics, supply chain management, or a related field.

· Prefer 2 or more years working with individuals experiencing homelessness
· Excellent organizational skills with a strong attention to detail.

· Ability to work in a fast-paced environment and handle multiple tasks simultaneously.

· Strong communication and interpersonal skills.

· Proficiency in inventory management software and basic office applications.

· Valid driver’s license and the ability to operate a vehicle (including potential vans or trucks used for    transport). 
· Ability to work flexible hours, including evenings, weekends, and holidays as needed.
· Understanding of how trauma, systems, systemic oppression, race, ethnicity, gender, and sexuality impact people experiencing homelessness and poverty. Knowledge of the mental, emotional, and physical impacts of trauma. 
· Experience maintaining client confidentiality and a professional code of ethics.

· Computer proficiency and ability to use smartphone, email, Microsoft Office Suite, and other programs necessary.   
· Knowledge of the daily realities and stressors facing unhoused people.

5.
PHYSICAL DEMAND - 

A. The physical effort typically applied in this job includes:

	X
	Lifting
	X
	Pulling
	X
	Reaching

	X
	Carrying
	X
	Pushing
	X
	Shoveling

	
	Other (specify)
	
	
	X
	Keying/typing


B. Check the box that best reflects the amount of effort typically applied and the frequency of application:
	Amount of 
	                                    % of Time Effort is Applied

	Effort Applied 
	Less than 15%
	15% to 40%
	40% to 70%
	More than 70%

	Less than 1lb.
	X
	
	
	

	Between 1 & 5 lbs. 
	
	X
	
	

	Between 5 & 25 lbs. 
	
	
	X
	

	Between 25 & 60 lbs.
	X
	
	
	

	More than 60 lbs.
	X
	
	
	



C. The effort reflected in the above chart is typically applied in the following work positions: 

	X
	Sitting
	X
	Standing
	X
	Walking

	X
	Stooping
	X
	Bending
	
	Confined

	
	Other (specify)
	
	
	
	


6.
MENTAL OR VISUAL DEMAND -  
	
	Occasional mental and/or visual attention; the operation performed is either close to being automatic or the duties require attention only at long intervals.

	

	
	Frequent mental and/or visual attention; the flow of work is either intermittent or the operation involves waiting for a machine or process to complete a cycle with intermittent checking or inspection involved.

	

	X
	Continuous mental and/or visual attention; the work is either repetitive or diversified requiring constant alertness to monitor the production process and/or identify defects.

	

	
	Concentrated mental and/or visual attention; the work involves performing complex tasks to very close accuracy and quality specifications; or a high degree of hand and eye coordination for sustained periods.

	

	
	Intense and/or exacting mental and/or visual attention; the work involves visualizing, planning, laying out, or otherwise performing very involved and complex work.


7.
WORKING CONDITIONS -


A. Identify the kinds of disagreeable elements incumbent would typically be exposed to in the work area:

	X
	Dust
	X
	Dirt
	
	Heat
	X
	Cold

	
	Fumes
	X
	Noise
	
	Vibration
	X
	Water

	
	Other (specify)
	
	
	
	
	
	


B.  Check the statement below that best describes the physical surroundings or conditions under which the job is typically 
performed and the extent of exposure to the disagreeable elements noted above:

	
	The job is typically performed under very comfortable working conditions; any disagreeable elements are generally absent during normal performance of job.


	
	Work is typically performed under reasonably good working conditions; while exposure to any or all of the above elements may occur, such exposure is generally not present to the extent of being disagreeable.

	

	
	The job is often performed under somewhat disagreeable working conditions; exposure to any or all of the above elements is likely, with at least one present to the extent of being disagreeable.

	

	X
	The job is continuously performed under disagreeable working conditions; exposure to any or all of the above elements is probable, with several being present to the extent of being objectionable.

	

	
	Work is continuously performed under extremely disagreeable working conditions; exposure to many objectionable elements is both continuous and intensive.


8.  ATTENDANCE - Compliance with general company standards is acceptable.

9.  SAFETY - Compliance with general company standards is acceptable.

10.  FLSA STATUS – Non-exempt, hourly
11.
SIGNATURES & DATES -   

	Employee Signature                        Date:

	Supervisor Signature               Date:




I acknowledge that I have received this position description and understand that it is not a contract of employment.  I am responsible for complying with all job duties, requirements and responsibilities contained herein and any subsequent revisions.  

