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CHAPTER 16
PIELD STATIOR MISAWA
GENERAL

16-1. (U) ©PURPOSE: Tkis manual reflects the orga:;za*ional stucture of tkte
United Siates Azmy Pield Staticn Misawa (PSM) end assigns respozsitilities a=i
functiors to subordinate elements.

16-2. (U) ORGARIZATION: The field staticn is organized into the following
sutdivieione (see Liguwe 1):

e. (U) The Headouarters. The Headgueriers includes the commend group
(co, X0, 1SG), one Master Labor Corizact (MLC) (eiviliez) Adminisizeiive
Assistant, a personnel support section, a supply section and a resource
management NCO,

. € Operations Branch, The operations brench includes the operations

of2icer, the operatiors HCO, one administrative zpeciﬂist,M
R :: - ;i trainise i secusic
‘"8éction . .

c. (U) The operational mission personnel sare organized into five
platoons corresvonding to their respective work shifts. The administrative
and overational support personnel along with the processing, analysis and
reporting platocn work straight days. .

16-3. (U) MISSION. The mission of ¥SX is tc:

b. (U) Perform administration, to include processing personnel action
requests, performing SIDPERS actiorns, cutting unit orders, comrleting the unit
personnel portion of the military pay system and admiristering logistical
functions necesssary to accomplish the mission of PSM, Japan, IAW current
directives. '

c. (U) Supervise billets and work areas and coordinate with the host
unit for all necessary suppoirt as outlined in the host-tenant agreement.
Coordinate with Commander, USARJ; Commander, 500th MI Group; Commander, 4324
Tactical Pighter Wing; Commander, §920th Electronic Security Group (ESC) and
other agencies in matters pertaining to the operational miasion, velfare and
support of the unit.




SECTION 1

FIELD STATION MISAWA
HEADQUARTERS
16-1. (U) COMMANDER:

a. (U) Responsible to the Commander, 500th MI Group, for command and
control and tasiks prescribed by tbe TDA and other authorized di-ectives.

b. ‘...

c. (U) Pormulates unit policy.
16~2. (U) EXECUTIVE OFYICER:

a. (U) Directs, supervises and coordinates the work of the unit IAV the
Commander's decisions and policies.

b. (U) Acts as the unit personnel officer and supervises NCOIC of
personnel center (PC).

c. (U) Acts as the supply officer and supervises supply BCO.

d. (U) Acts as the resource management officer and supervises the
resource management NCO. ’

e. (U) Prepares the rater portion of the ‘senior enlisted evaluation
report (SEER) for the 1SG HCOIC of the personnel center,
supply sergeant, the resource mansgement NCO and the OER for the
operations ofZicer.

f. (U) Ensures that the Commander's orders and inmstructions are executed

oy

(1) (o) 'Laaigning specific actions and tasks to prepare plans,
orders, reports and other reguired actions.

(2) (U) BReviewing actions to enmsure that they are complete, correct
and designed to produce the Commander's intended results. :

g. (U) Keeps the Commander and supervisors informed on matters affecting
the edministrative operations of the unit.
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h. (U) Acts as the Deputy Cormander and assumes comzand in the temporary
sbsence of the Commander.

4. (U) Performs other duties as directed by the Commander. o

16-3. (U) PIRST SERGEAXT:

a. (U) Serves as the principal advigor to the Commender on those metiecs
pe—teining primarily to enlisted persomael, incluéing mozzle, velfere, custioms
ard courtesies of the service, enlistment and reenlistment, discipline and
promotion peolicies.

v, (U) 4z<s es the prizasy izte-Fface betveen ithe Commenier pnd u=it
enlisted pesonnel.

e. (U) Maintains and admiristers the sponsorship and bese introduction
prog=ea.

d. (U) Designs, schedules and conducts the unit’'s NCO develorment
prog-mm (NCODP).

o e. (U) Serves as POC for other organitations and senior NCOs on matters
pertaining to the activities, problens. services and obligations of enlisted
personnel,

?£. (U) Represents unit enlisted persoanel at conferences, ceremonies and
other sctivities as appropriate.

g. -(U) Ensures compliance with the Commander's policies as they pertain
to enlisted personnel.

E. (U) Serves on selected committees dealing with enlisted personnel
matiers,

1. (U) Acts as Lock ard Key custodian.

3. (U) Conducts periodic briefings for unit NCO to keep them informed on
the Commander's policies.

k. (U) Prepares the rater portion of the Commander’'s sdministrative
assistant EER and input for the platocn sergeants EER's.

1. (U) Performs such otber duties as directed by the Commander.
16-4. (U) PERSONNEL CENTER: The PC is staffed by the personnel services KCO
(PSRCO), the administration NCO (Admin NCO) and appropriate perasonnel and

adninistrative specialists. This section, and the soldiers that comprise it,
ra
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k. (U) Acts as the Deputy Commander and assumes command in the temporary
absence of the Cozmander.

i. (U) Perforzs other duties as directed by the Commander. -

16-3. (U) FIRST SERGEANT:

a. (U) Serves as the principal advisor to the Commender on those mettecss
pertzining primarily to enlisted personnel, including mosele, welfere, customs
and courtesies of the service, enlistment and reenlistment, discipline and
promotion policies.

t. (U) Acts as the prizacy iztesface betveen t2e Coxmeader end uzil
enlisted pe-sonnel.

c. (U) Maintains and admiristers the sponsorship end base introduction
prog-e=.

4. (U) Designs, schedules and conducts the unit’'s NCO develorment
prog-ez (BCODP),

- e. (U) Sesves as POC for other organizations and senior HCOs on matters
pertaining to the activities, problems, services anéd obligations of enlisted

personnel.

£. (U) Represen*z unit enlisted personnel at conferences, ceremonies and
other activities as appropriate.

g. -(U) Ensures compliance with the Comnander's policies as they pertain
t0 enlisted personnel.

k. (U) Serves on selected committees dealing with enlisted personnel
matiers,

4. (U) Acts as Lock and Key custodian.

J. (U) Conducts periodic briefings for unit HCO to keep them informed on
the Commander’s policies.

k. (U) Prepares the rater portion of the Commander's administrative
assistant EEE and input for the platcon sergeants EER's.

1. (U) Performs such other duties as directed by the Commander.
16-4. (U) PERSONNEL CENTER: The PC is staffed by the personnel services NCO
(PSHCO), the administration NCO (Admin NCO) and appropriate personnel and

sdninistr:-tive specialists. This section, and the soldiers that comprise it,
’..
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is the centrzl coordinetion point for personnel and administrative actions
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izvolving essigmnerss, toemsfecs, Jdeletioszs, poanciisce, eveluetion Teseste,
avaris and other adzinisirative and personael sgctions. .
L _od

a. (D) PSECO. The PSRCO is the overall supervisor of the perscnmnel
cezter end is respornsidble for:

(1) (U) Pecforming lieiscn between servicing sciivities.

(2) (U) Reviewing and consolidating reports, statistics and perscrnel
actiors.

(3) (T) Monitoring internal personrel msnagement.

(4) (U) Updating the MOV with BPC yee-ly.

(5) (U) Providing advice and assistance to the commander and sta’f.
(6) (U) M¥onitoring sutmission of recurring reports.

(7) (V) Monitoring unit’s strength.

(8) (U) Managing the unit manning report.

(9) (U) Managing transmittal of all finance documents to Camp Zama.

(10) (U) Coordinating with DA, INSCOM, and 500th MI Group on personnel
g2ins and losses. .

(11)- (U) Coxpleting and forwarding personnel actions involving
requests for schools, MOS actioms, transfers, deletions from assignment, and
foreign service tour extensions.

(12) (U) Timely initiation .and processing of EER's and OER's.

(13) (U) Cooxdimating witk the various sections of PSM for updsting
enlisted and officer rating schemes.

(14) (U) Preparing and forwarding personnel requisitions to 500th MI
Group, Camp Zama, Japan.

(15) (U) Scheduling ard revieving each individual Military Persorcnel
Records Jacket (MPRJ) with assistance provided by RPC, USARJ, Camp Zama, Japar.

(16) (U) Supervising MILPO level SIDPERS actionzs.

(17) (U) Monitoring award of the Good Conduct Medal and Army
Achievement Medal and issuing orders. ’-

.0
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UNCLASSIFIED

(18) (U) HMaintaining promotion eligibility and personnel rosters.

(12) (U) Coordinating promotions to B2, E3, and B4, the promotion
board schedule with the 1SG and preparing promotion packets and standing
promotion lists,

(20) (U) Monitoring unit's awards prograzm.
(21) (U) Performing other duties as assigned.

. b, (U) Adminmistration NCO. The Admin WCO acts for the PSNCO during
his/ber absence and is responsidle for:

(1) (U) Publication of all orders involving promotion, reduction,
transfers, assignments, temporary duty and additional duties with assistance

provided by EPC USARJ, Cazmp Zams, Japan.
(2) (U) Maintaining publications library and DA 12 series account.
(3) (U) HMaintaining unit files IAV AR 340-18 and/or 340-2.
(4) (U) Maintaining and ordering blank.farns=
(5) (U). Preparing correspé;dcnco IAV AR 340-15.

(6) (U) Recording, monitoring and controlling use of Xerox machine
and telecopy machine. o .

7y (W Spoﬁaorship program,. - ' .

(8) (U) Providing assistance to the Commender on legal matters,
disciplinary actions and administrative discharges.

(9) (U) Arranging transportation for personnel departing on
temporary duty and being trmpsferred from this cozmmand (coordinating with RBMO).

(10) (U) Coordinating ir-country and CONUS separations of personnel
assigned to the command.

(11) (U) Performing other duties as assigned.
c. (U) Coordinated actions (PSNCO/Admin NCO)
(1) (U) In and out processing personnel for transfer or separation.
(2) (U) Suspension of favorable personnel action.*
16-5. (U) COMPTROLLER/ACCOUNTING NCO: The comptroller is the printipal
assistant in matters pertaining to planning, programming, budgeting and
accounting for appropriated funds. e comptroller/ accounting NCO:

16-4-1
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a. (U) HManages O&MA funds.

b. (U) Eosures proper utilization of O&MA funds IAV applicable
directives, -’

ec. (U) Prepares the COB estimate, BER, financisl plan by montk, monthly
status report and such other reports as may be required.

d. (U) Processes all accounting documents to ensure propef accounting
classification codes are used for transfer of funds between Air Porce and
IESCOX.

e. (U) Processes all individual pay actions including temporacy duty
(TDY) and travel vouchers.

. (U) Maintains and updates the TDA,

g. (U) Maintains and updates ISSA with 4324 Tachtical Pighter Wing and
6920tk Blectronic Security Group, Misawa Air Base, Japan.

h. (U) Performs other duties as assigned,

16-6. (U) SUPFLY ¥CO: The supply NCO is the defacto S-4 and is the
principal assistant in matters relating to procurement, maintenance of
facilities and equipment, transportation and organizational supply. The
supply KCO: )

a. (U) A4cts as building custodian and is coorﬂinator for all mimor
construction projects. ' .

.

b. (U) Maiptains éﬁe’p}operty book, the unit hand receipts and TASO hand
receipts from USARJ and expendable and non-expendable document registers,

¢. (U) TInsures supply discipline and property accountablity.

d. (U) KXaintains such records as may be necessary to the efficient
operation of the unit supply.

e. (U) Coordinates unit transportation reguirements.

f. (U) Maintains Commander's sedan and other assigned vehicles IAW TM
38-750. . - A

g. (U) ©Performs other duties as assigned.

. 016-5-1
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CONpARENTIAL

CTION 1I
OPERATING ELEMERTS .

16-7. ‘) OPIRATIORS BRANCE: Under the direction of the operatioms cfficer,
4+be opere<ions brex=ch is Tespozsidie for acsompliszing missions—

a. (U) Ope-ations officer. The operations officer is the prinmecipel
assistext in matiecs pertaining to organization, plernning and primacy mission
operetions., The operations officex:

(1) (U) Directs, supervises and coordinates the work of the
cperstions branch aad plens, treining and security section IAW existing
pciicies and directives,

(2) (U) Exercises responsidility for emergency operational and
contingency plans.

(3) (U) Advises the Cormender -on optimum organizational structure
" and reconmenda changes, as required.

(4) (U) Prepares the rater fortian of the Enlisted Evaluation Report
(EER) for the operations sergeant and the rater portion of the officer
evaluation report (OER) for the Plans and Training OIC and processing and

reporting 0OIC,
(5) (U) Coordinates with other unit sections on operational matters.’

(6) (U) Performs other duties as required.

b. (U) Operations Sergeant., Assists the operations officer in
exercising his7her responsibility for primary mission operations. The
operations sergeant: ’

(1) (U) 1Is the HCOIT of operations branck.
(2) (U) sSupervises administrative functions of the branch.

(3) & Supervises platoon sergeants of the headquarters platoon,

S5th platoon (PAR), the four operational platoons, the "the
administrative NCO and the PT&S FCOIC when no PTA&S officer is assigned.

(4) Q Prepares ratir portion of the EER for the operational

platcon sergeants, the and other subordinate operations bdranch
personnel, as appropriate.

¥ &
(5) (U) Ensures compliance witk the operation officer's decisions
and policies. . 1

16-1-11
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(6) (U) Conducts tri-service coordination and briefings witbin tke
opec-aziczs a~ea ¢f Istesest.

c. (U) Watch ECO (WECO)/Piatoon Sergeant: -

(1) (U) Keeps the ope-ations s<eff informed of any changes thet
occur ducing theis wesck.

(2) (U) Contacts the operations staff when events occur that ere
other than normal SOP.

(2) (U) Preperes and meinteins the mission log dusing his/ner
shi?+. Bnsures that ell required oni=ies are made and all unusuel occurTences
are logged.

(4) (U) Operates and menitors the delivery distribution facility
(St-eamliner). Busures that all incoming traffic is logged in and is rcuted
to the correct action office. Quality controls all outgoing messages released
during his/her shift. Supervises use of OPSCOM.

) (5) (U) Acts for the operations officer as message releaser in the
" operatons officer's absence.

&,Pcrtom on-the-gpot mission adjustments when necessary
Ensures that the is immediately notified whenever a

Aeviation from assigned missicn posturs has taken place.

(7) (U) Initiates the SB, BEP, AICP and ECON conditions whenever
necessitated by events or directed by competent aunthority. Consults the .. -
operations branch SOP for specific details on thése plans/actions. y

(8) (U) Superviees astions reguired under the critic and oversight
programs. .
(9) (U Conpsults the operations branch SOP and unit memorandums for

definitive guidance on all matiers covered therein. Utilizes the
chein-of-commard to resolva problems not covered by these documents.

(20) (U) Performs duty as Flatoon Sergeant:

origntation 




(v) (U) Supervises the on-going MOS training reguirements to

pTezere eeck platocn member for Lie yesmliy SQT.

(¢) (U) Homitors the professional progress of each wssigned
socldier- and recommenés them for further technical MOS training.

(é¢) (U) Mairtasins and updates <he sectican’'s SZER rating sciens
end seies azd/c> irdorses as ceguired,

(e) (U) Supervises the section's awards program to exsure <hat
ell subordiinates are considered for awaris and exceptional individual
coat=idutions to the seciion/unit are aprror-ietely cecogmized. Quelity
controls all written averd recommendations sutmitted oy the section.

1) & @&
(g)

(n) GEse

d. (U) Asmsistant Platoon Sergeant (Trick Chief):

(3) (U) Accomplishes all tasks assigned.

(4) (U) Performs actions required under the CRITIC and oversight
programs. : -

(5) (U) Assumes the responsibility for the technical performance and
soldierly traits of all personnel under his/herAcharge.

(6) (U) Actively administers the skill development program and
provides/supervises training to prepare soldiers for tke SQT.

(7) (U) Ensures all traffic is collected IAW ITDB end local tasking
directives. '




(8) (U) Kesps the platoon sergeent informed op all metiers
conce-ning operation of the marual morse snift and radiotelepaoone

S .
8niit. -

() (U) Preperes rzter portion of TER for personnel under his/ner
auper7ision.

y (10) (U) 1Is +ke primery P00 for X/X snd B/T guality cczizol o
big/he> anifs,

(11) (U) BRepoz<s 21l meinterence problems %o the Air Porce job

(12) (U) Performs other duties es &ssigned.
(13) (U) Pneures 2404's saTe being ntiliged,
16-8. (U) PLARS, "RAINING, AND SECURITY: The S2/S3 operates under the

directicon of +he operatioms officex, The Flene, Training and Secusity Sectior
is responsible for plamming; unit and individual training; assisting in

7 matters pertaining to personmel security; security education; CI terrorist

threat and physical security apd the development and training for all
operations and exergency plans,

-~

a. (U) PFlans, Trainizg and Secnrity 0fficer. The plans, training and
pecurity officer is the principal essistant in matters pertaining to plans,
training and security. The plans, training and security officer:

(1) (U) Directa, supervises and coordinates the work of the plans,
training and secusity section IAV existing policies and directives.

(2) (C) Prepares plans in support of higher headgusriers’ plans;
developrment of emergency, operational and contingency nlans

(3) (U) BRecommends and prepares unit and individuel tzrainircg
policies, programs and plans.

(4) (U) Supervises the preparation of training schedules, records
and reports.

(5) (U) Plans for and obtains guotas for individual military courses
of instruction.

(6) (U) Supervises the plans and training FCO and the security RCO.

16-4-11
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(7) (U) Prepares the rater portion of the EER for the plans and
t>airing FCO and the security ERCO.

o
(8) (U) Ensures compliance with the Commander’'s decisions and
policies.

() (U) The following are edditional duties vaich are perfo-med by
the plazs, treiring and secusity officer:

curity officer - The security officer iz the S2 £ LR

5  and will pe=form furctions incumbent witi the pos tior.
8 responsibie to0 ice Commander for pessornnel secusity and securiiy

education, Directs end supervises the work of the security NCO. Mozitors <he

secu=ity functions performed internally to easure compliance with DA

directives and the intexface with Air Force Security Service.

(v) (U) Treining Standarxds Office-: Responsible for contTol and
edmiristration of SQT and "materials.”

(¢) (U) Disaster Preraredness cfficer - Responsible for the
formulation and execution of contingency and emergency plans in support of DA
end locsl Air Force directives and policies. Represents
the command at Disaster Preparedress Planring Board meetings and keeps the
command informed of ary develorments and changes to established procedures.

(¢) (U) Serious Incident Report Officer: Coordinates and
establishes lisison with Commander, U.S. Army Japan on reporting of sarious
incidents and provides copies of reports to Commander, IXSCOM, ATTRH:

JASCO.
(9) (U) Prepares and presents special training, as required.

(10) (U) Honitors the SOT training program and provides assistance in
all aspects of testing and training.

(11) (U) Maintains and supervises the unit training areas.

(12) (U) BFormally is Deputy Training Standards Officer. Responsiblc
for maintenance safekeepirg and conduct of SQT's. .

c. (U) Tae Security BCO: Principal staff FCO for all command security
matters. Serves concurrently a&s the command security manager, personnel
security NCO, physical security ECO, crime prevention HCO, key control NCO,
special security representative, TEMPEST coordination RCO, automated systems
security NCO and COMSEC NCO, DIlans, formulates and adminis{ers effective and

complementary
’-
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security
X7 Sr-cued

secuTisy officer Zcxr pll coomwond secusity metters.

(1) (U) RELATIONSEIPS:

e. (U) Ipternel: Cooxdinstes wi+h operztions i developing,
ecocriinating and ipcledmezting secuTity proceduves and intelligence
countec=essu~es in suznost of the commend OPSEC prograx.

(1) (U) Coordinates with 1SG, X0 and S4 on poyeiczl secusity of
property/facilities, weaspons/exrunition and c-ime preveantion.

(2) (T) Coordinetes with the uzit pe-scnnel ceater on FOIA secusity
matiters apd military persornel security requirements.

(3) (U) Coordinates with Group 5-2, PSK ADP officer/ECO and AMO on
automated systems sscurity policies and procedures.

(4) (U) Coordipates wi‘h secu-i‘y manager, 6920tk ESC, on command
security policies, procedures and special provisioas of host command security

progracs.

(5) (U) Coordinates with Group S-2 (CI) for technical advice and
support to enhance the security posture of FSM throughk education and spot
checks.

b. {(U) External:

_ (1) (o) Coordinates with Group S-2 for compliance witk established
security programs and policy matters. . .

(2) & Coordinates with Group S-2, @ :
INSCOM, iz processing persornel security actions.

(3) (U) Coordinates with Group S-2 for physical security
inspections, surveys ard supporst.

(4) (U) Coordinates with Group S-2, Security Manager, 6920th ESC for
eryptofacility inspections, TEMPEST support and internal communications
security COMSEC monitoring.

{5) (U) Coordinates with 6320th ESC security manager for
cryptofacility advice gnd essistance.

a2



(2) (U) SPECIFIC PURCTIORS:
e. (U) Personnel Security Prograz: -

(1) (U) Develops aci administess policies, stenderds arnd preoceiures
for sezurity clessification, dowzgreding,declessi-
fication, t-ensmission, reproduction, safegua-ting and destruction of zeiicnel
defezse infommeiioz.

(2) (U) Provides adecuate guidance for tbe marking, szfeguarding and
destraction of "Por 0fficiel Use Only" information rrotected under the FOIL of

1674,

(3) (U) Conducts periodic reviews of ciassificstiors essigned wiilirn
the command to ensure that classification decisions are proper. Advises and
assists on classification problems end develommezt of classificetion guidance.

(4) (U) Supervises or conducts security inspections and spot checks
of all elements within ¢he cormard apd no.ifies the Cormander regarding
cozpliance with established policies.

(5) (U) ©>Processes requests %o handcarry or escort classified
information. .

-~

(6) (U) Haintains the command security clearance roster to assure
that personnel requiring access to classified informaticn ere properly cleared.

(7) (U) Establishes procedures to ensure supervisors verify "need to
knowf of personnel prior to granting access.

(8) (U) Bastablishes and monitors an effsctive security educaticn end
oriectation program. Ensures that all persornel are trained on AR 381-10,
Project Oversight, and that all files are purged once each calendar year under
the provisions of AR 3B1-10, .

(9) (U) Conducts or supervises the conduct of security training for
all PSM personnel.,” Coordinates and monitors adequacy of security training of
all platoons.

(10) (U) Provides for the dissemination of information pertaining to
intelligence and security threats to personnel and -facilities throughout FSM.

(11) (U) Provides adequate guidance on the release of classified or
sensitive information to US government contractors/representatives consistent

with disclosure policy. .
’-
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(12) (U) Ideztifies err-cz=iate sesu=isy mnd f=+elligence
counte-measures to the ope-stions in surport of tns OPSEC program.

b, (U) Puysical Security Prograz:

(1) (U) Asrange for the conmduct of physicel secusity inspections cf
conmard jesigmated mission essextisl/vuineratle aveas.

(2) (U) BReviews plans for pew consi:uction or modifications 4o
ensuTe approrriate physical esecurity scfeguarcs are included.

(3) (U) Develors policy and procedures to aafeguerd arms,
a~unition, and exvlosives (AALT),

(4) (U) Coordinstes and revisws AA4E physical security plens
annually with supporting commacd physical secusity office &and higher
headquarters. .

(5) (U) 4desure that security procedurss are consistent vith host
_ inpstallation assessment and that specisl security reguiramenis have been
ddentified to ensure funding provieionv are considered in propsr budget

progranms. .
e. (U) Crime Prevention Program:

(1) (U) Basures that the education-oriented crims prevention progruz
complements the unit physical eecurity prograr and encourages individuals to
report actual and suspected acts of c'iminal cor_.uct and pb*slcal gactTity

weaknesses.

(2) (U) &=Ensure that elect=oatatic markers are aveilable for the use
of unit persomnel to mark goverrment and personal property.

(3) (U) Conducts crime prevention inspections end spot checks to
verify compiiance ard education sbortfalls.

(4) (U) Provides for pericdic crime surveys of accountability ead
Physical security procedures for imprest or other funds which might be the
target of criminal activity.

d. (U) Automated Systems Security Prog-am:

(1) (U) Ensures all mizsion essential and sensitive automaied
systems are included in the oversll physical security program.

(2) (U) Administers ia concert with the Group S-2. policies and
procedures sddressing physical aecurity. document security.,

- f
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personnel integritr, TEMFEST, software security, Technical Surveillance
Countermeasures (TSCM) and hardware cozponentia.
e
(3) (U) Maintains records of automsted systems eccreditations,
d{=cluding sezsitivity level, accreditation status, threats and/oz
vuineratilities jdentified for all ausomated systems withip {2e commeni,

e. (U) MTesznicel Security (7TSCY):

(1) (U) EReguests TSCY surveys and inspecticns to detect hazeris orT

pezetratiope,
(2) (U) ©>Provides for the ipteg-atica cf TSCY security policies exZ
procedures into otker security and education prograns.

(U) Control of Compromising Emanations (TEMPEST):

- e

(1) (U) ZEzsure the acguisition, talletion, or modification of
electrical Army equirment which transzits, ~eceives, hardles or otherwvise
processes classified information meets TEMPEST requirenents. Sulmit plecs for

* acquisitions installation or modificaticn to the 6320th ESC for review,
coordination and authority.

(2) (U) ‘Maintsins recorda of inspection resul*=, operating
procedures and related security services.

16-9. (C/HOFORN)

a. (U) Processing end Reporting Officer/issistant Operations OIfices>:

(1) (U) Supervises all administrative and ope;ational areas in the
processing, acalysis and reporiing ssctiom.

(2) (U) 'Is delegaied suthority to act in bedalf of the operations
officer during his/her absence,

Provides technical guidance and personnel support to the

(4) (U) Advises the Commander and operations officer on technical
matters pertaining tc the missioen.

, (5) (U) Maintains sufficient working aids, to include collateral
documents tc ensure effective mission accomplishment. s-
(6) (U) Acts as primary inferface for TAREX activities.
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(7) (U) 4ic+s as CRITIC actiom officer.

(8) (U) Arproves outgoing technical reports and messages for the
operatioczns officer.

(8) (U) Provides tecaricel guideance and “rai=ing %o sec<ion pe-sornel.

(10) (T) Reviews incoming cor-espordezze and ensu=es that ann:::rﬁabe
actions are ‘ake:x.

(12) (U) Ensures that appropsiate security procedures are followed.

(12) (U) Zrepares the re:er poriion of <he exiisted evalueiion report
=z or rrocessing and reporting o
(z=R) ¢ iz d £ ECOIC.

(13) (U) Performs lieison within the tri-service community on station
rission,

1) & §
(15) @
(16)

b. (U) Processing and Reporting ECOIC

(1) (U) Assiste the processing and reporting officer in
administrative and operationszl areas.

(2) (U) .Serves as the interface between the operations NCOIC and
section enlisted personnel.

(3) (U) Administers the section's f£iling systenm.

(4) (U) Cocrdinates with operationsl, administrative and logistical
personnel of the other pervices in support c¢f the sectioz.

(5) (U) Xaintains duty rosters, appointment schedules and similar
lists for section personnel.

(6) (U) Counmsels section personnel-on operational and personal
matters., .

(7) (U) Oversees initial and continuing techuical training of
section personnel. .

(8) (U) Prepares the rater portion of the EER for the senior desk
analysts.

.8
{9) (U) Establishes and monitors work schedules.
16-10-I1
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(20) (U) Revievs incoming messages and reports and makes proper
distridutior.

(11) (U) Performs the duties of platoon sergeant.

(12) (U) Performs other duties as directed by <he procesgizg and
redorting officer.

o) € e L

(1) (U) 1Is responsible to the processing and reporting BCOIC for tne
overall performance of ths element.

(2) (U) Bnsures that all applicable logs, charts, histories and
..-. forms are properly complets, current and filed in the proper mammer,

(3) (U) Prepares outgoing méssages and reports.

(4) (U) Enpsures thet working aids ace current, correct and available
to all personnel.

(5) (U) Kesps the processing and reporting officer and HCOIC
informed of all developmants,

(6) (U) Copducts technical studies, as required.

) @ R

(8) (U) Performs liadison with ADP section.

0) @ S T

(10) (U) Prepares the rater portion of the EER for subordinates, vﬁen
applicable.

(11) (uv) ?erforms other duties as directed.

.. & i
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(1) (D) Responsible to the processing snd reporting HCOIC for <he
oversll performazce of tbe elenmexzt.

(2) (V) Ensures thst 21l epplicadble logs, charts, historié® a&nd
forzs are properly completed, current and filed in the proper manrer,

(3) (U) Prepaces cutgoing messszes and repor<s.

(4) (U) Eopsures thet woriing aids are current, correct snd aveilable
to all persoznel.

(f) (U) EReeps the processing end revo-ting officer gnd ECOIC
informed of ell develoumenta.

(6) (U) Conducts technical studies as recuired.

(7) q;h,iﬁj;

(8) (v) Pe*forma liaison with the ADP section.

(9) @ RS

(10) (U) ©Prepares the rater portion of the EER, when sppliceble.

(11) (U) Performs cther duties as may be directed.

e © S
(1) (U) Provides echelon amalysis for exitic items.

) @ i

(3) (o) NS

g
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(3) (U) Interpre¢s all =ission tasking received fvom higher
hezdguariers and translstes it to INSCOM required directives emsusing ell
pections ere informed of changes. Issues tasicizz via sprropriste menazezent
direciives,

(5) (U) Orgeziges tbe operations evaluation panel svery 28 davs 2s
required by INSCOM Regulation 525-5. Records and reports minutes of the
meeting to IFSCOX,

o (6) (U) HMonitors projected gains and losses of operational ¥OS and
electrically sulmits a report operational persomnel to HQ, INSCOM 90 days
prior to a critical shortage developing. Contizues to submit these reports
every 14 deys until the shortage no longer exists.

(9) Coordinates and updates operatiunal emerge;cy plans with the host
services (USAP, BESC) for actions to be taken in the event of power failures,
antenna outages, communicatons outages, etc.

(10) (U) Coordinstes with the host servicss on all planned power,
antenna or communications outages, etc., and disseminates this information to
all sections,

16-13-11 ,




(12) (U) Coordinates all activities and prepares all corTespondence
Telasive 4o the =mezagement of +he gtation's =missisn.

(13) (TU) Serves ss the station's focal point for TAADS charfes and
for future planning for station mission, personnel and ecuipmeant resources.

(14) (U) Prepazes the rater postion of the EEX for subordinate
pe-=oznel, as epprozriate.

(35) (U) Keeps the opecaticns secgeant HCOIC and operztions officer
informed on all maiiess affecting the station’'s mission.

. (C) §

(1) (U) Ensures optimum utilization of 211 assigzed personnel axnd
ecufrment in accordance with the oparatioms branch SOP.

] ~ (3) (U) Bonitors each shift s control of operator outage to ensure
any time lost is reasonable and necessary. -

(4) @8 Coordinates mission tasking with the§
operator techrnical data with the processing section.

(5) (U) Xeeps the operations sergeant and operstions officer
informed on &ll matters sffecting the esection.

(6) () Performs other dntﬁes 2z assigned.
(1) (US Hanages manning of BT positions.
(2) (U) K¥ainteins the RT portions of the operations SOP.
(3) (0U) d;eraees BE? live environment training program.
(4) (U) Oversees RT operations.

(5) (U) Oversees BT preventative meintenance plan.

(6) (U) Oversees BT quality control program.

(7) &Perfoms functions as regirsd bygER S vertaining to BT
projects. ' /-
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(U) Supervises t-anscription and quality control of same.

(J) Organizes mission training. -

(U) Writes awerd/ESR i=put on tra=zscription HCO as reguir-eld.

(% Other duties tasked by th
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