Texas Cadet Training Wing

Job Description and Duties

Executive Staff:

CC/CC – Texas Cadet Training Wing Commander

· Works along with the Encampment Commander to plan, organize, and coordinate encampment activities prior to the beginning of the encampment

· Responsible for selecting cadets to fill cadet staff positions

· Works along with the Encampment Commander to direct and control activities during the encampment

CC/CV – Vice Wing Commander

· Assists the Wing Commander as needed.

· Representative of the Wing Commander when he/she is not present

· Oversees activities of the Wing Superintendent, Training Officer, and Stan/Eval staff and reports progress to the Wing Commander

CC/CCS – Wing Superintendent

· Supervises all activities of the NCO support channel and reports to the Vice Wing Commander

· Responsible for organizing and supervising all formations, ceremonies, parades, etc.

DOT – Training Officer

· Schedules training activities

· Establishes overall training objectives for the Wing

· Quality control of training

CC/CCV – Standards and Evaluation Team (SET)
· Oversees all standards and evaluation activities and reports to the Vice Wing Commander

· Responsible for ensuring all basic cadets are standardized and their uniforms and barracks are IAW standards established by the encampment SET staff

· Responsible for assessing and teaching cadets knowledge to ensure proficiency of the basic cadets understanding the Civil Air Patrol

S/E 1 – Standards and Evaluation Team 1 (Squadron Evaluation Team):  3 cadets (one per squadron)

· Warrior flight evaluation (motivation, teamwork, etc.)

· Drill evaluation

· Academics

S/E 2 – Standards and Evaluation Team 2 (Inspection Team): 3 cadets (one per squadron)

· Uniform inspections (in-ranks inspections & spot questions)

· Room inspections

· Knowledge inspection (in-ranks inspections & spot questions)

ATS/CV – Advanced Training Squadron Vice Wing Commander

· Assists the Wing Commander and the Vice Wing Commander as needed

· Oversees the curriculum and activities Reports to the 

Operations Group:

CC/DO – Director of Operations
· Oversees the activities of the Operations Group and reports to the Wing Commander

Squadrons CC Texas Cadet Training Squadron Commanders

· Oversees the activities of their respective squadron and reports to the Director of Operations

Squadrons CCF – Squadron First Sergeants

· Assists the Squadron Commanders in their duties and performs assigned tasks

· Supervisor for all cadet non-commissioned officers in the squadron

· Representative of the Squadron Commander when he/she is not present

Support Group:

CC/LG – Director of Support

· Oversees the activities of the Operations Group and reports to the Wing Commander

Logistics Officer

· Works with the Senior Logistics Officer in overseeing the logistical activities of the encampment

· Checks incoming inventory and maintains a sign out sheet for consumables and non-consumable items

· Insures that all non-consumable items are returned and cleaned before packing

· Prepares a closing inventory of missing items and items that need to be replaced at the end of encampment

Transportation Specialist

· Responsible for maintenance of the vehicles being used for transporting cadets and senior members to activities

· Prepares a list of all Senior members attending encampment with CAP driver’s license

· Responsible for scheduling all vehicle usage during the encampment (including driver assignments and filling out the CAPF 73)

· Reports to the Logistics Officer

Supply Specialist

· Responsible for ensuring there are sufficient materials to be used for academic purposes

· Responsible for ensuring that all cadets and basic cadets have proper uniform items, if possible
· Assist the logistics officer in maintaining a proper inventory of all non-consumable and consumable items

· Responsible for all Services-related activities of the encampment

· Reports to the Logistics Officer

Communications Officer

· Responsible for maintaining all communications equipment and ensuring that they are serviceable

· Responsible for keeping track of which cadets and senior members communications equipment is issued to

· Constructs a document which contains a methods of contacting key personnel at the encampment 
· Works with safety officer to determine an emergency communications plan in case of fire or weather evacuation
· Responsible for moderating the network being used for encampment communications

Administration Officer

· Responsible for keeping track of all paperwork utilized during the encampment

· Responsible for monitoring all documentation/forms during the encampment

· Responsible for all publications of encampment activities

Administration Specialist

· Assists the Administration Officer in his/her duties

Finance Officer

· Works with executive staff and Administration to prepare a budget to include food, facilities, medical items, Administration, and logistical items

· During In-processing determines cadets or staff who have not paid their fees and collects all fees, prepares a deposit of collected fees and accounts for the deposit

· Collects all valid receipts for encampment expenditures, writes checks to vendors and individuals as needed
· Reports income and expenditures at the end of encampment for the report to Wing

Public Affairs Staff: 

· Responsible for publishing articles of encampment activities

· Responsible for the photography of encampment activities

· Responsible for maintaining the encampment website (as required)

· Responsible for producing an end of encampment slide show

Medical Staff:

· Working along with Senior Medical Staff to ensure proper medical treatment is provided to cadets and senior members who require medical attention

· Responsible for ensuring all cadets and senior members conduct themselves and their activities in a safe manner

· Divided into two teams; one team will travel along with the basic cadets to provde on the spot medical care if needed and the other team will stay at the Command Post to assist the Senior Medical staff

Safety Officer

· Work with the Executive Staff and Medical staff to continuously perform Operational Risk Management and make necessary recommendations for the safety of the encampment

· Maintain the Safety Binder with all ORMs produced during encampment

· Prepare a safety briefing for the first day of encampment to include weather and fire evacuation plan

· Work with the executive staff and review CQ plan, route, safety issues and duties.  

Flight Staff:

Flight Commander

· Directly responsible for all flight activities and training

· Responsible for ensuring proper safety precautions are taken with the flight (i.e. water consumption, proper clothing, and sun-screen application while outside) 

· Responsible for getting the flight to training activities on time.

· Reports to the Squadron Commander

Deputy Flight Commander, if any

· Assists the Flight Commander in her/her duties as required

· Representative of the Flight Commander when he/she is not present

Flight Sergeant – In-Flight Position 

· Billets with flight to maintain safety and discipline

· Performs duties as assigned by the Flight Commander

· Acts as representative of the entire flight to the flight staff

· Trains flight in all drill movements, inspection elements such as uniform and beds, and knowledge

· Responsible for the safety of each individual cadet in the flight

Guidon Bearer – Rotating In-Flight Position

· To be rotated among the basic cadets in the flight who demonstrates the most proficient abilities in the flight.

· Responsible for carrying and protecting the flight guidon

Element Leaders – Rotating In-Flight Position

· To be rotated among the basic cadets in the flight for the opportunity to fill a small leadership position within the flight, in order to gain leadership experience

· Responsible for accountability of the basic cadets in their element

· Acts as representative of their element to the Flight Sergeant

