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	List of Tasks for Communications Center Personnel

	
	Communications Director
	

	
	· Establish communications links in EOC (e.g., telephones, radios).

· Assign and train operators for communications equipment.

· Assign message handling personnel (e.g., message control, messengers).

· Oversee operations of communications center and internal message flow within the EOC.
	

	
	Communications Operators
	

	
	· Record incoming messages on message form.

· Direct messages to message control.

· Dispatch outgoing messages.
	

	
	Message Control
	

	
	· Assign messages to appropriate EOC staff.

· Prioritize all messages.

· Scan returned messages to ensure that they have been properly responded to.
	

	
	Log Recorder
	

	
	· Assign each message a number.

· Record a brief description of message content on message form.

· Log out all messages after they have been responded to.

· Retain numerically ordered copies of all messages.
	

	
	Messengers
	

	
	· Deliver incoming and outgoing messages.

· Distribute copies of messages after all actions have been completed.
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