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Organization and Mission – General

ORGANIZATION OF CIVIL AIR PATROL

CAPR 20 – 1, 29 May 2000, is supplemented as follows:

Part III. Added.  (Between Wing Commander and Group Commander)

Wing Vice Commander

The Wing Vice-Commander represents the Wing Commander.  He/She is responsible to the Wing Commander for ensuring that the corporation objectives, policies and operational directives are effectively executed within the Wing.  Specific duties include, but are not limited to:

In the absence of the Wing Commander, the Wing Vice Commander represents   the Georgia Wing at official wing functions and appropriate social functions.


Hears complaints and grievances from the Group Commanders.


Works with the Chief of Staff in matters concerning wing staff problems.

Conducts staff meetings and other official wing business in the absence of the Wing Commander, as required.

Maintains an ongoing knowledge of all wing matters to be able to assume the command of the Georgia Wing, if necessary.


Serves as an Ex-officio member of all committees and boards.

Chief of Staff

The Chief of Staff represents the Wing Commander.  He/she is responsible to the Wing Commander for ensuring that the corporation objectives, policies, and operational directives are effectively executed within the wing.  Specific duties include, but are not limited to:


In concert with the Wing Commander, designates Wing staff members.
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Coordinates and supervises staff responsibilities and reporting.


Hears complaints and mediates staff grievance with the Wing Commander.

Coordinates the physical layout of the wing headquarters office and desk arrangement

Monitors progress in management analysis programs sponsored by National Headquarters with wing staff members to assure compliance and reports monthly to the Wing Commander.

Schedules and coordinates regular staff meetings and assure that minutes are recorded and properly filed.


Assures compliance with inspection checklists by all staff members.

Keeps the Wing Commander and Wing Vice Commander constantly informed of all actions and current information.


Designated as the Commander of Wing Headquarters Staff.

Wing Secretary/Administrative Assistant

The Wing Administrative Assistant is responsible to the Wing Commander for all secretarial and organizational details associated with the daily activities of Georgia Wing.  His/her duties include, but are not limited to:

Answer telephones and take messages from answering machine.  Notify Wing Commander of urgent calls.  If Wing Commander cannot be contacted, attempt to notify Wing Vice-Commander or the Wing Chief of Staff.

Pick up mail from base post office, keeping a log of all pieces.  Prepare mail for Wing Commander’s review and route mail to appropriate Wing staff officers.  Prepare and deliver outgoing mail to base post office.

Schedules appointments for office staff.  Arranges travel schedule and reservations and keeps office calendar.

Type correspondence and other documents as requested by wing staff members.  All work requests for the Wing secretary are to be coordinated by the Wing Commander, the Wing Vice-Commander, or the Wing Chief of Staff.

Assist Wing Director of Administration as workload permits, and as coordinated by members listed above.
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Searches for filed material not readily associated with the subject matter but related and/or prepares recurring internal/external reports by obtaining information for files.  Files correspondence and records.

Operates PC/typewriter to type a variety of material from written sources or recordings using normal formats, forms, typing policies and terminology of Civil Air Patrol.

Reproduces material by using copier.  Sends and receives information by fax machine.

Maintain a master file of all Personnel Authorizations, Military Support Authorizations, Transportation Authorizations, and Participation Letters.  Provide a copy of each document to the Director of Administration.

Establish and maintain a suspense system in accordance with CAPR 10-1, para. 6, to ensure prompt replies to incoming correspondence.

Building custodian and security representative.

SHIRLEY ARNOLD, Ltc, CAP


DON GREENE, Col, CAP Administrative Assistant



Commander

