Administrative Assistant Job Description
The following is an outline of expectations and duties for all Administrative Assistants.
· Be an active representative in your class.

· Work with your class leaders.

· Collect all data from you classmates including:

· Awards and Decorations Changes
· Are the cadet’s current achievements reflected in their record?
· Are the cadets receiving their earned ribbons in a prompt manner?

· Work with training department to update Awards and Decorations. 
· PFT Scores

· Promotion Changes 
· Work with training department to update promotion changes.
· Cadet Information Changes 
· Ask the cadets frequently for any changes with their personal information. Changes including; address, email, phone number, etc.

· Event and Activity Updates

· Are the cadets getting recognition for their hard work?

· Is it being tracked and updated?

· Cadet Paperwork/Forms

· Do the cadets have current copies of:

· Standard Release Forms
· Health Risk Screening Questionnaires
· Field Trip Release Forms
· Athletic Physicals
· Hold your class’s cadets accountable for their information.

· Update and manage your class’s cadet records and JUMS system.

· Work with other departments and Bravo Company.

· Keep lines of communication open between Admin and other departments. 
· Keep in mind; we are after the same goal.

· Organize a personal collection and information system.
· How will you collect and organize data?

· Examples: Spreadsheets, Data Worksheets, Checklists, etc.

· Be an innovator!
· Feel free to try new ideas, process, and methods; but first present them to the Admin Officer or Chief for quick approval.

· Accept change. Remember, change can be a good thing.

· Be dedicated!

· Try you absolute best to be at every admin work day and meeting.

· Your job is vital to the team’s success!

· Practice Navy core values.
· Honor, Courage, and Commitment

· Complete the mission to the best of your abilities.

· This may require you to expand your knowledge and research new areas of admin and other departments to complete your job.

· Show respect to everyone. (Officers, Chiefs, Peers, SNI, ASNI)
· Regardless of what your “title” or rank; show respect to all. 

· Remember, “Respect beckons respect.”

· Follow proper military etiquette.

· Regard officers and chiefs with the courtesies prescribed by the Cadet Field Manual.

· Listen to your peers.

· You may get new ideas or suggestions that can potentially improve our entire department and unit.
· Exercise flexibility.
· Your duties may change. Accept the new challenges and run with them!

· Be responsible and accountable!

· Don’t go on “witch hunts” to blame others.

· Instead, fix problems and be accountable for those you create.

I, __________________________________________, hereby agree to the standards and expectations which have been placed upon me as an Administrative Assistant. 

Signature __________________________________________________Date___________

This document is endorsed by:

JENNIFER OTTO, c/LT, NJROTC

Administrative Commander, Tabb HS Battalion
ADAM M. BURKETT, c/PO2, NJROTC

ERIC WILMER, c/SN, NJROTC

Administrative Officer, Alpha Company

Administrative Chief, Alpha Company
