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Duties and Responsibilities of an
S-1

Personnel and Administration
Officers

The Difference Between
Personnel and Administration

• Personnel refers to the
people necessary to
accomplish the
commander’s mission

• Administration refers
to the management of
documents involved
in accomplishing the
commander’s mission

Personnel

• Assigning the right
people to the right jobs

• Making sure there are
enough people to get
the job done

• Includes Morale
• Medical Services
• Accountability
• Safety of cadets
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ADMINISTRATION

• Recording personnel
actions

• Strength Reporting
and regular
accountability checks

• Paperwork associated
with morale activities

• Medical Services
record keeping

What does the cadet S-1 do?

• Prepares and manages correspondence
(letters, mail, etc)

• Prepares and manages orders ad permanent
orders

• Prepares and manages service record forms
and 201 files

• Prepares monthly strength reports
• Manages the unit filing system

At school, the S-1…

 Prepares, posts, and files
letters

 Prepares, posts, and files
orders and permanent orders

 Updates service records and
201 files

 Prepares, posts, and files
strength reports

 Manages the unit files
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At Events, the S-1…

 Supervises the
accountability checks
by preparing accurate
rosters of participants

 Plans and implements
morale activities in
accordance with the
commander’s mission

 Gets lists from other staff
sections of the support
personnel they need at the
event

 Plans and supervises
medical services

 Prepares and supervises
the safety plan

 Prepares orders and plans
the awards ceremonies

The Paperwork of the S-1

• Service Records
• Orders
• Permanent Orders
• Files
• Memoranda
• Circulars
• Bulletins

Service Record Example
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Unit Orders Example
(Promotion)

Unit Orders Example
(Duty Assignment)

Unit Permanent Orders Example
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Strength Report Example

The Unit Filing System

• Administration
• Personnel
• Training
• Operations
• Supply
• Logistics
• Public Affairs
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