L

"~ LEADERSHIP

U Education and Training

>

Resume Awarss Essays
Taavseript || Qerenences || Work Samples

= Contact TNFo —
7 ~
22/0) 0 A




This page intentionally left blank.



LEADERSHIP

Education and Training

UNIT 3: LET 3
The Supervising Leader

J/ u(ﬁ 0 ) U.S. Army Cadet Command — Fort Knox, Kentucky
/ HEADQUARTERS, DEPARTMENT OF THE ARMY

L)
DISTRIBUTION RESTRICTION: APPROVED FOR PUBLIC RELEASE; DISTRIBUTION IS UNLIMITED.




Cover photos appear courtesy of:
Lely High School JROTC (Photo by Lely High School JROTC S-5); ©ikopylove/depositphotos.com;
©kantver/depositphotos.com; ©lucadp/depositphotos.com

Excerpts taken with permission from:

AFJROTC Leadership Education 100 Student Text and AFJROTC Leadership Education 300 Student Text
Copyright © 2015 by Pearson Learning Solutions

Published by Pearson Learning Solutions

Boston, MA 02116

This copyright covers material written expressly for this volume by the editor/s as well as the compilation
itself. It does not cover the individual selections herein that first appeared elsewhere. Permission to
reprint these has been obtained for this edition only. Further reproduction by any means, electronic or
mechanical, including photocopying and recording, or by any information storage or retrieval system,
must be arranged with the individual copyright holders noted.

All trademarks, service marks, registered trademarks, and registered service marks are the property of
their respective owners and are used herein for identification purposes only.



Table of Contents

CHAPTER 1 - Leadership

LESSON 1: COMMAND AND STAFF ROLES

INErOAUCTION ..o e 5
Model Cadet Battalion Organization .........c.ccceeeeveeieenienienienieeeeenn 5
Command Authority and Responsibilities........cccccceeeieeeiniieeecccieee e, 6
Staff Responsibilities.......ccccciiiiiiiiee e 7
Staff Organization ......ccueei i 9
Common Staff Procedures ........cceceveeceenineese e 10
Command COMMUNICATION ....cevvieiieiieneenee e 11
CONCIUSION ...t 11

LESSON 2: LEADING MEETINGS

INErOAUCTION .. 13
TYPES Of MEELINGS ...vviiiiiiee et e 13
Keys to Leading MEetingS .....c.uvvveeciieeeeiiiee ettt 14
Planning the MEetiNG........cevcciiie it 14
Starting the Meeting ......vvi i 16
Focusing the MEELING.......ccovvuiiiiiiiiie e 17
Facilitating the Meeting .......ccvvvviiiiiiiicee e 17
Concluding the MEETtING.......cciiciiieiiciiee et et 18
General Meeting PrOCESS .....uciiciieeeeciiieeecieee e eeitee e ectre e e setee e e ssaraeeeenes 18
CONCIUSTON ..ttt sttt 21

LESSON 3: PLANNING PROJECTS

T} d oo [UT o1 4 o] o NP PSPPI 23
Decision-Making and Planning..........ccocceeveenieeniinieniinieeseesee e 23
CONCIUSION ..ttt sttt ettt e s 29

LESSON 4: CONTINUOUS IMPROVEMENT

INErOAUCTION ..ottt s 31
ContinUOUS IMPrOVEMENT ..cciiiiiiiiiiiee et reranee e 31
Improving Your Battalion ..........cooevieiiiiiiie e 32

Plan, DO/ACE, EVAIUGLE ....veeeeeeeee ettt e s




LESSON 4: CONTINUOUS IMPROVEMENT (cont’d)
Presenting Your Continuous Improvement Results.........ccccceevveeennnee. 37

CONCIUSTON e aas 39

LESSON 5: MANAGEMENT SKILLS

INEFOAUCTION L.eineiiecee e s 41
Management Skills and Stages .......ccceeveeriiriiiriieiieee e 42
Preparation SKills ... e 42
EXECULION SKIllS....eiiiiiiieiieie e 45
Comparing Management and Leadership.......ccccceeevciieeeiiiieecccineeeenns 46
TimMe ManagemMENT......uuuuieiiieiiiiiiiiierererererarerererere ... 48
CONCIUSION ... 49

LESSON 6: ETHICS IN LEADERSHIP

INEFOAUCTION L.eiineiiecee e 51
Ethical Leadership .....cocueeecuieeieiecee e 51
[ ooty Y o o] [ =T U ST 52
Ethical Dilemmas.......coceeiieiienieeeeee et 53
Resolving Ethical Dilemmas .......cccccoiiiiiiiieeeecee e e 55
Leading by EXampPle......ccuviii i 57
Pressures to be Unethical .........cociiiiiniiniiiiieeeeeeeee 58
Maintaining Your EthiCs .....ccoccuieiiiiiiieiiec e 60
CONCIUSION ...ttt 61

LESSON 7: SUPERVISING

INEFOAUCTION .o 63
The SUPErVISOr'S ROIE......cciiiiiiie ittt 63
SUPEIVISING PEOPIE ...ttt e et saae e 64
CONCIUSION ...ttt s 67

CHAPTER 2 - Personal Growth and Behaviors

LESSON 1: POST-SECONDARY ACTION PLAN

INEFOAUCTION L.eiineiieie e e 71
Post-Secondary Options That Support Your Career Goals................... 72
College AdMIiSSIONS PrOCESSES......ucvcvererreerieeeiieesieeerereesreeesseeesreeenens 77
Financing Your Post-Secondary Education........c.cccoceeeiieiniieenienennenns 79

CONCIUSTON ettt nnaas 83




LESSON 2: PERSONAL PLANNING AND MANAGEMENT

INEFOAUCTION .ot s s 85
SEtEING PriOritiES. . vt e e e 86
Overcoming Procrastination ...........cceeeiiviiiiiiiiiiei e, 87
Time Management TOOIS .....cccuieicereriee et e e 91
Managing SChEUIE ........uuiii i 94
CONCIUSION ...ttt st 97

LESSON 3: PORTFOLIOS AND INTERVIEWS

INEFOAUCTION .ot s 99
What is @ Career Portfolio?........c.cocveiieniiniieeeeeecceceeeeeee 99
Why Create a Career Portfolio? .......cocceveeiiiniiniiieeeene e 100
When Should | Begin to Build a Portfolio?.........cccccevceeiviiecienecineens 100
What Information Can Be Found in a Portfolio?.........ccceeevieniiinnns 101
The Purpose of @ RESUME ........cocceviiiieiiiecee e 105
Writing @ Great RESUME..........oiiviiieiieiee et 106
WIIting YOUr RESUME .....oooieiiiieeee ettt e 107
COVEE LELEOIS ..t e e 110
The INtErVIEW ProCeSS ...c.civviiiieieeieesee e 111
Preparing for an INterVIEW ........ccceeeciee e 111
CONCIUSION ...ttt 115

CHAPTER 3 - Team Building

LESSON 1: THE RESPONSIBILITIES OF PLATOON LEADERSHIP

INErOAUCTION ..o e 119
MoVing INtO SUPEIVISION ..ccoveiiieiiiiee e 119
Platoon Sergeants (NCO) and Platoon Leaders (Officer) ................... 121
CONCIUSION ..ttt st 123

LESSON 2: EXECUTING PLATOON DRILLS
[N Ao [¥ Lot 4 To] o TR 125
Platoon FOrMatioN .....eeeeeeeeeeeieiii s 126

CONCIUSION cceeeeeeeeeeeee e 135




CHAPTER 4 - Decision Making

LESSON 1: PREJUDICE

INEFOAUCTION ..t 139
Overcoming PrejudiCe.... . ieee it 139
Values and AttitUAES......cooveerierieeeeee e 141
Self-Concept and StEreotypPing .....ccccvveeeiciieeeiiiiee e eevaee e 143
PrEJUAICE ittt e s 145
Discrimination ........coocviiiiiiiiiiiiii e 147
Creating Change to Eliminate Prejudices.....ccoccvvveciveeiieiieeeviieeeeens 148
Creating Change on a Personal Level........ccccccveeeiicieeiiccieee e 150
(6073 ol 1o VST 151

LESSON 2: NEGOTIATING

INEFOAUCTION ..t 153
Negotiation and CONFliCt........cerverieiniiniiiie e 153
Components of Negotiations.......ccccecveeeieeecie e 155
Winning and Losing Negotiations .......cccoccvveeiviiieeiiiiiee i 156
Principled Negotiation ..........ccccecviieiciiic e 158
CONCIUSION ..ttt 161

CHAPTER 5 — Health and Fitness

LESSON 1: THE EFFECTS OF SUBSTANCE ABUSE

INEFOAUCTION .. 165
Commonly Abused Substances........ccccocvveeieciiee e, 165
Use, Misuse, and ADUSE .........coovvvvviiiiiiiiiiii 166
Why Do People AbUSE DIUES? ......cceeevveeeirieciee e ecree e 166
How Substance Abuse Develops.......cccvvvvriiieirciieeiniiee e 167
Effects of Substance AbUSe.......c.ooveviiiieieee e 168
Preventing Substance AbUSE ........cccoccuvveiiciiiie e, 169
(67073 ol 1o T FU RS RRP 171

LESSON 2: DRUGS
INTrOAUCEION oo 173

How Drugs Affect the Brain .......cccocceeveeriiniiinieeeeeeeesee e 173
NAFCOLICS ettt 174




LESSON 2: DRUGS (cont’d)

SEMUIANTS oo 176
D PIrESSANTS. . uvutiuiiiiiiiiitiitii e 177
SErEET DIUES ettt ettt e e ettt e e e e e s aener e e e e e e s nenee 178
CIUD DIUES .o eeieeceee ettt ettt e s tee e ate e etae e saae e et e enaeesnneenes 180
INNAIANTS ... 181
Performance-Enhancing Drugs .......ccccecueeeieiieee e 181
Drugs and the LaW.......ccueeeieciiie e 182
Help for Drug Addiction .......cc.eeeevciiee e 183
Ways 10 LiVE DrUZ-Fre@ ..o eeeeeeeeeeeeseeeeeeees 184
CONCIUSION ...ttt 185

LESSON 3: ALCOHOL AND TOBACCO

INErOAUCTION ..o 187
Promoting Alcohol and TobacCo .......ccoeeriiriieiiiiiieieieeeeeee e 187
How Alcohol Affects the Body .......ceeevcveeeieiieie e, 188
Blood Alcohol Concentration ........ccccceveereeiiiersieeseeseeseeseeeee e 190
Alcohol’s Effects 0N TEENS ...c..cevvieiieiieeiieeeeee et 190
Alcohol-Related INJUFIES.......uiiiiiiiiee e 191
AICONOIISM .. 192
Reasons to Refuse AICONOL.........covvueevierinieicrieeceecee e 192
Alternatives to DrinKiNG .....ccvveeieciiee e e 193
TODbACCO ProdUCES.....eecueeiieiieieieeieeeest ettt 194
Harmful Substances in Tobacco Products..........ccccceveeiieieeniennennnnen. 195
Cancer-Causing Chemicals in TObacCO......cccevevvieeiiiiiiec e 197
How Tobacco Affects APPearancCe .......ccccveecieeeeecieeececiee e 198
Physical and Psychological Addiction to Tobacco........cccceeevveeennneen. 198
Reasons Teenagers Start to Use Tobacco......ccccoecveveivciereccciiee e, 199
RESIStING PEEI PreSSUIE...uuveeeiiieieieiiieii e 199
LAY 13 o TN O LU T PN 200
CONCIUSTON ..ttt st st st st 201

LESSON 4: DECISIONS ABOUT SUBSTANCE ABUSE

[} d e Ye [§ Lot o] o HFUEEETE T 203
WHhat IS NOIMAI? ceeeeiiiiiiiiiiiiiiieieeeeeeeeeeeeee ettt e e e et e e e e eeeeeseseeeeeees 203
I S YT T (=S 204

Handling PreSSUIES.......uuvee ettt et e e e 205




LESSON 4: DECISIONS ABOUT SUBSTANCE ABUSE (cont’d)
FINAING HEIP ettt 208

CONCIUSTON e aas 209

CHAPTER 6 - Service Learning

LESSON 1: PLANNNING FOR SERVICE LEARNING

INEFOAUCTION .ot 213
Roles and Responsibilities in Structured Teamwork...........cc..c......... 213
Planning for Service Learning.......ccccecvuvevveescieeeciee e cseeesiee e 215
CONCIUSION ...ttt e 217

CHAPTER 7 - Citizenship and Government

LESSON 1: CIVIC DUTIES AND RESPONSIBILITIES

INEFOAUCTION L. 221
Legal Duties of CItiZENS ....eevueeieiiiiieieeieee et 222
A Citizen’s Civic Responsibilities .......ccccceeeeiiieeieiiiee e, 225
The Need for Citizen Involvement ........c.cccooeeieeiieneenienineeeeeens 228
CONCIUSION ...ttt s 231




Unit 3 - Leadership Education and Training (LET) 3: The Supervising Leader is the third of
four courses in the Army Junior Reserve Officers’ Training Corps (JROTC) program. This
textbook supports twenty lessons and is designed and written just for you, a leader in your
school, community, and in your JROTC program. It will be an invaluable resource of content
as you work on your learning activities.

The JROTC program is designed to help develop strong leaders and model citizens. As a
third-year Cadet, you'll continue to build on Unit 1 and 2 knowledge and skills, and find
yourself being introduced to new content that will help you develop your supervisory skills
and abilities.

The knowledge, skills, and abilities you will acquire in this unit are covered in seven
chapters:

Chapter 1: Leadership learning experiences provide you with opportunities to
supervise others, make leadership decisions, and assess your own management
style. In this chapter, you will learn to take on more responsibilities in your
battalion by working on project plans and continuous improvement.

Chapter 2: Personal Growth and Behaviors will help prepare you for necessary
decisions about your future education. In this chapter, you'll explore the
education requirements of your desired career goals and research how to
financially obtain them. You'll learn time management strategies, essential skills in
all leaders.

Chapter 3: Team Building continues to build on drill and ceremony protocol. In
this chapter, you will analyze the duties of a platoon leader or sergeant and focus
on the skills and abilities for executing platoon drills.

Chapter 4: Decision Making will help expose you to the common stereotypes,
relationship conflicts, and prejudice of our society. In this chapter, you'll explore
strategies for neutralizing prejudice in your own relationships and how to develop
negotiating strategies to help others resolve conflicts.

Chapter 5: Health and Fitness will focus on the troubling effects of drugs, tobacco,
and alcohol on today’s society. In this chapter, you’ll identify substance abuse
behaviors and its impact on health, and learn strategies for responding
appropriately to abusers.

Chapter 6: Service Learning is a required lesson of the JROTC program. In this
chapter, you will move from participating and evaluating service learning projects
to playing a key role in service learning planning and implementation.

Chapter 7: Citizenship and Government will look more deeply at the definition of
a citizen and your responsibility and role as a contributing member of a strong
community.

Textbook Organization

Chapters are divided into several lessons, which correlate with Student Learning Plans that
are provided in your Unit 3 Cadet Notebook. Each lesson identifies a lesson competency




called What You Will Learn to Do and the lesson’s Learning Objectives. Section headings
and sub-headings throughout the lesson text clearly point to each learning objective in the
lesson.

Key Words are vocabulary identified on the lesson cover page. These are highlighted and
defined throughout the lesson text.

Every lesson asks an Essential Question requiring a thoughtful written response about the
purpose of the lesson. Answer the question at the beginning of the lesson and then check
your response again at the lesson conclusion. It may change as you build your knowledge

and skills!

Content Enhancements and Content Highlights are bonus text sections that support the
lesson, and are there to provide additional information of interest about the lesson topic.

At the end of each lesson text is a Conclusion, which serves as a concise wrap up and
stepping stone to the next lesson in the text. Within the conclusion is the Lesson Check-up,
which includes a few questions to check your knowledge of content presented, and consider
how you will apply what you learned to your own life.
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framework of Leadership Education and Training (LET). While Unit 1: The Emerging
Leader provides content for skills and ability essential for a LET 1 Cadet, Unit 2: The
Developing Leader will provide deeper content and additional outcomes for the LET 2
Cadet. Unit 3: The Supervising Leader continues to build on previous leadership learning
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Chapter Outline

LESSON 1: Command and Staff Roles (p.4)

What are the roles and responsibilities of commanders and staff as they plan
and conduct battalion training and operations?

LESSON 2: Leading Meetings (p.12)

How can you make meetings orderly and effective?

LESSON 3: Planning Projects (p.22)

How can you develop projects for your school or battalion?

LESSON 4: Continuous Improvement (p.30)

How will you lead your battalion to achieve continuous improvement?

LESSON 5: Management Skills (p.40)

How can you improve your management skills?

LESSON &8: Ethics in Leadership (p.50)

How do ethics impact your role as a leader?

LESSON 7: Supervising (p.62)

How can | improve my supervisory skills?

Chapter 1: Leadership 3




LESSON 1

Command and Staf+ Roles

command channels
coordinating staff
logistics

personal staff

staff channels

Command and Staff Roles

What You Will Lear« to Do

Explain how command and staff roles relate to leadership duties
in your battalion

Linked Core Abilities

Build your capacity for life-long learning

Communicate using verbal, non-verbal, visual, and
written techniques

Take responsibility for your actions and choices

Treat self and others with respect

Learsi "y Ofgj ectives

Examine common JROTC battalion command and staff
structure

Describe typical functions of a battalion commander and
staff

Define key words: command channels, coordinating
staff, logistics, personal staff, staff channels




e gssentiol Question

What are the roles and responsibilities
of commanders and staff as they plan

and conduct battalion training
e | and operations?

Introduction

As commanders or staff officers in your Cadet battalion, you need to be prepared to meet
the challenges of your position. Your success or failure may not only depend upon your
abilities as a leader, but on how well you execute command and staff actions. You also
need to work well with subordinate commanders and staff officers of the battalion.

In this lesson, you’ll learn about command and staff authority, command and staff actions,
and staff organization and operations. When you complete this lesson, you will have a

better understanding of command and staff roles relate to your duties in your Cadet
battalion.

Model Cadet Battalion Organization

BATTALION ORGANIZATION
Battalion
Commander
Battaliol Battaliol
E:eum:a Cotrlnar:j " g::_:'
Officer Sergeant Major

52 53 54 55
Information/ Operations Logistics Special

Security Projects

Figure 1.1.1
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Now that you are in a principal leadership position in your battalion, your job may require
you to coordinate activities or work in conjunction with the personnel assigned to those
positions. To be an effective leader, you need to know all of these positions and their
related duties. Studying them will also reinforce your knowledge of the chain of command.
The battalion organization chart in Figure 1.1.1 is a model chart. Your Cadet battalion may
contain additional positions or list different duties for them.

Command Avthority and Responsibilities

Command is the authority that a commander lawfully exercises over subordinates by virtue
of rank or assignment. With authority comes responsibility. While there is no legal basis
for command in a Cadet battalion, commanders and other key leaders exercise authority
given to them by the Senior Army Instructor (SAl).

JROTC commanders function as
commissioned officers—they can
command everyone in their
battalion. In contrast, non-
commissioned officers carry out
the commander’s orders.
Commissioned officers are like the
head of a company while non-
commissioned officers are like
middle-managers.

Commanders are responsible for
everything their unit does or fails
to do. Through a chain of
command, commanders hold each
subordinate commander and staff
officer responsible for all that their
unit or section does or fails to do.

The battalion commander has the
most demanding job. He or she Figure 1.1.2
must be mature, willing to accept responsibility, able to delegate authority, and be
competent at supervising others. Commanders are Cadets who have demonstrated
leadership ability and good academic standing.

In Army JROTC, the battalion commander:

e Isresponsible for all battalion activities

e Sets battalion goals and objectives

e Manages officer promotions and assignments

e Provides planning guidance for battalion activities

e Approves battalion plans and orders

e Prepares the battalion for the JROTC Program for Accreditation (JPA)

e Supervises the battalion executive officer (XO), command sergeant major (CSM),
and company commanders

e Provides guidance to company commanders—duties and responsibilities
e Prepares and delivers the battalion commander part of the battalion briefing
e Conducts periodic inspections

Command and Staff Roles



Commanders have a mission to accomplish. In order to succeed, they
must effectively use available resources for planning, organizing,
directing, coordinating, and controlling members of the battalion. No one
individual can personally direct, coordinate, and supervise the operation
of a battalion-size unit or larger. Regardless of how capable, educated,
experienced, or energetic commanders may be, they must have
assistance. This assistance comes from a group of officers and senior non-
commissioned officers (NCO). These officers are called staff.

The following paragraphs describe typical battalion staff organization and
function. Your battalion may be different and that’s ok. Details about
how your battalion staff operates should be contained in your battalion
standing operating procedures (SOP).

Staff Responsibilities

Each year, JROTC instructors choose Cadets who will s \
become battalion staff members. They bond and
work together to become an effective team. The
battalion staff is the glue that bonds the
organization together. Staff keeps the battalion
running like a well-oiled machine.

. e
Who is a candidate
=

for Commander?

Cadets who have demonstrated
leadership ability and have good
academic standing

Staff reduces their commander’s burden by accomplishing as
many of the routine matters of command as possible. This
leaves commanders to serve in leadership roles as intended.
A Cadet battalion typically has two types of staff:

e Personal staff — The CSM and the color guard

e Coordinating staff — The XO and all of the staff
positions the XO supervises

COMMAND SERGEANT MAJOR (CSM)

The CSM is the senior non-commissioned officer in the battalion and is
the principal assistant to the commander on junior enlisted personnel
and NCO matters. The CSM provides input on battalion goals and
objectives and supervises the battalion color guard. The CSM leads the

Figure 1.1.3

NCO support channel. He or she works through subordinate NCOs (First /
Sergeant, Platoon Sergeant, and Squad Leader) to accomplish the

mission, goals, and objectives established by the chain of command. K&’” Words

v

personal staff:

A commander’s
e Entering color guard participation into the Cadet Record (JUMS) command sergeant major

Other responsibilities of the CSM include:

e Maintaining the national, state, and battalion Colors

e Coordinating with battalion Senior NCOs (First Sergeant and and the color guard

Platoon Sergeant) and other staff Officers. B
coordinating staff:

A commander’s executive
e Preparing and delivering the battalion CSM portion of the e lllof the staff

battalion staff briefing

e Giving input to battalion plans and orders

positions the executive
e Managing NCO/Cadet promotions officer supervises

e Ensuring cleanliness and maintenance of all battalion areas k

Command and Staff Roles 7



EXECUTIVE OFFICER (XO)

The XO supervises and coordinates staff to prevent overlapping efforts and ensure that the
commander’s goals are achieved. He or she sets specific goals for the staff and supervises

them. The XO keeps staff informed of policies and projects. If the battalion commander is
absent, the XO is in charge. Other duties of the XO are to:

e Stay abreast of the battalion long range calendar (extra-curricular)

e Coordinate battalion staff actions (staff works as a team)

e Review battalion plans and orders prior to commander approval

e Prepare the battalion staff for the JPA

e Supervise preparation of the battalion staff briefing

e Prepare and deliver the battalion XO portion of the battalion staff briefing

e Formulate, recommend, and announce staff operating policies

e Keep the commander informed

e Approve staff actions

e Supervise the execution of orders
Staff positions work in five different areas of responsibility. All staff positions are
responsible for:

e Setting the goals and objectives of their area

e Keeping current with the battalion long range calendar

e Coordinating with other staff officers

e Providing input for their area to battalion plans and orders

e Preparing their section for the JPA

e Preparing and delivering their portion of the battalion staff briefing

S-1 (ADJUTANT, PERSONNEL)

The S-1 Cadet is the battalion adjutant and has many

administrative duties. The S-1 uses the JROTC Unit

Management System (JUMS) to record enrollment in
Commander: JROTC, promotions, demotions, leadership assignments,

awards, team membership, and event participation.

S-2 (SECURITY/INFORMATION)

The S-2 Cadet is the battalion security officer. They are
responsible for maintaining the battalion arms rooms
and keeping an inventory of all sensitive or pilferable
government property (including computers, laptops,
mobile devices, drill rifles, and air rifles).

3}

Command
Sergeant Major

S-3 (OPERATIONS AND TRAINING)

S-3 is in charge of battalion plans, operations, and
training. The S-3 Cadet integrates battalion and school
activities. They publish orders and are responsible for
planning major battalion activities and briefing
companies. The S-3 prepares risk assessments for all
major battalion activities, keeps a school year training
Figure 1.1.4  calendar, and publishes the weekly training schedule.

Command and Staff Roles



S-4 (LOGISTICS)

The S-4 Cadet is in charge of logistics. The S-4 Cadet is responsible for K&»”. WWAS

maintaining battalion supply rooms, inventories of supplies, issuing

uniforms, and alerting the Army Instructor (Al) if supplies are low. They v

are also accountable for battalion property and provide supplies for all logistics:

major battalion activities. A branch of military

Like other staff position, the S-4 is an expert in JUMS and maintains Cadet science dealing with

uniforms and equipment records in the system. The S-4 also helps issue movement of supplies,

Cadet uniforms and accessories. equipment, and
personnel

S-5 (SPECIAL PROJECTS) K

The S-5 Cadet is typically the public affairs officer (PAO). Unlike
other staff positions, the S-5 usually does not work with JUMS
recordkeeping, but instead focuses on getting the word out about
battalion activities, events, awards, etc. The S-5 also:

e Develops the battalion recruiting plan

e Coordinates with school yearbook and
newspaper (if available)

e Maintains bulletin boards in the school

e Maintains the battalion historical scrap
book

e Ensures photos are taken of battalion
activities
e Prepares a periodic battalion newsletter

e Prepares and submits articles to local
news media Figure 1.1.5

Staff Organization

Regardless of its organization, a staff must apply the principles of unity of
command and direction, span of control, delegation of authority, and the
grouping of compatible and related activities. Consequently, staff
organization depends upon the following factors.

e Activities conducted by the unit — The unit’s mission(s) and its
activities go hand-in-hand. For example, all of the duties and
responsibilities that make up the unit’s activities—especially
those required to accomplish the unit’s mission(s)—are
fundamental to the organization and functioning of a staff.

e Emphasis on broad fields of interest — The staff positions generally
cover five broad areas of interest: personnel, security/
information, operations, logistics, and special projects. The
empbhasis placed on each of these broad fields of interest, and the
specialized activities required for each, vary according to the
mission and the activities required to accomplish the mission.

For example, within your JROTC battalion, the S-2 may also handle
public affairs matters while the S-5 could be assigned as the
special project’s officer. Although military staffs may vary in

Command and Staff Roles
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organization and specific titles of its staff members, they do possess certain common
characteristics. Functional responsibilities are the basis for all military staff organizations.

Comnon s Pty

Staff officers use common procedures to coordinate staff action. In addition to staff
coordination, these include visits and inspections, conferences, briefings, and reports.

STAFF COORDINATION

Staff coordination is the process of making certain that all pieces of a staff action fit
together. The responsible action officer and all other interested staff officers examine and
make adjustments to any sub-actions of the project. Staff officers then determine the
proper action within their section’s area
of interest. Finally, the action officer has
the added responsibility to complete the
coordination with other commanders and
staff sections, as appropriate.

VISITS AND INSPECTIONS

Staff officers make assistance visits to
obtain information for the commander,
observe the execution of orders, and
assist subordinate unit commanders.
Concerning the first two points, the
information that staff officers obtain can Figure 1.1.6
indicate to their commander how effectively or efficiently subordinate units are at executing
command decisions. Concerning the last item, a vital part of the staff officer’s job is to
discover and help subordinate elements to resolve internal problems. On occasion, staffs
may combine staff visits with command-directed inspections.

Commanders and/or staffs conduct inspections to ascertain the condition of the command.
Using checklists prepared by the various staff sections, commanders and staffs conduct
inspections to collect positive and negative information from which the commander can
determine the readiness of the unit to accomplish its mission(s).

CONFERENCES, BRIEFINGS, AND REPORTS

Commanders and staff officers frequently participate in conferences. Conferences often
replace the need for staff visits and certain types of correspondence. Commanders and
staffs call conferences to accomplish the following objectives.

e Determine and evaluate facts by exchanging information and ideas

e Solve problems (particularly new ones)

e Coordinate actions, including arriving at the best possible decision or reaching

agreement in a particular area
e Formulate policy
e Instruct, counsel, or advise

Staff briefings ensure a coordinated or unified effort by the entire staff. The XO usually
presides over these briefings. The XO calls upon each staff section representative to
exchange information or guidance, present matters of interest to the command, or present
matters that require staff coordination and decision.

Command and Staff Roles



Command commmiation—————————

There are two channels through which orders, instructions, and /

Key words

information flow within a command. They are the command and staff
channels.

Command channels transmit all orders and instructions to subordinate
units. These channels are commander-to-commander, and all orders
transmitted are in the name of the commander.

Staff channels coordinate and transmit information and operating
instructions to comparable staff elements and to subordinate
commanders. For example, the battalion S-2 might provide information
to a company commander.

Both in planning and conducting operations, staff officers of a higher
headquarters frequently need to contact comparable staff elements of
subordinate headquarters. However, a staff officer of a higher
headquarters has no authority over the staff of the subordinate
headquarters. For example, the S-1 may communicate with the S-1in a
subordinate headquarters, but he or she cannot give the subordinate S-1
orders.

By now, you should have a good idea about the manner in which a unit
successfully accomplishes its missions. By understanding command and
staff roles and procedures, you’ll be better qualified to assume the top
leadership positions in your Cadet battalion.

Lesson Clmecl(mp

v

command channels:

The communication route
for commanders to
transmit orders to all
subordinate units; all
orders are transmitted in
the name of the
commander

staff channels:

The communication route
for staff to transmit
information to other staff
and subordinate
commanders

e Why is it important to
understand how the staff works
together to facilitate battalion
training and activities?

e What are the major functional
areas (fields of interest) for each
coordinating staff officer?

e How will the staff ensure that
subordinate units understand
and implement the plan once it
is approved by the commander?

Command and Staff Roles 11
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Laadmg Mee‘ﬁ'nas

minutes

Leading Meetings

Whhat You Will Learn to Do

Prepare to lead meetings

LinKed Core Abilities
