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PROFICIENCY LEVEL TWO
PO: LEADERSHIP 

PO/EO:
408.04a

ENABLING OBJECTIVE:
Discuss the duties and responsibilities of a junior NCO


REFERENCE(S):
A.
A-CR-CCP-267/PH-001 Level Two Course Training Plan





Chapter 4, Pages 71-72.

B.
A-CR-CCP-267/PT-001 Level Two Handbook




Chapter 6, Article 9-12, Pages 7-8.

SUPPLEMENTARY REF(S):
N/A

TRAINING AID(S):

A.
OHP 





B.
OHP slides

LEARNING AID(S):

A.
A-CR-CCP-267/PT-001 Level Two Handbook





B.
Handout #1 - Duties and Responsibilities of a Junior NCO

TEACHING POINT(S):
A.
The Officer/NCO Relationship;





B.
Duties and Responsibilities of a Junior NCO

(i)
The Chain of Command;






(ii)
Set an Example;






(iii)
Approach to Cadets – Firm, Fair and Friendly;


(iv)
Approach to Senior NCOs - Respect; 


(v)
Observe Duty Schedules; and


(vi)
Be Alert.

C.
Examples of Junior NCO Duties

METHOD OF INSTRUCTION:
Lecture 

TIME:

1 x 35-minutes
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PROFICIENCY LEVEL TWO
PO: LEADERSHIP 

PO/EO:
408.04a

ENABLING OBJECTIVE:
Discuss the duties and responsibilities of a junior NCO


REVIEW

PO/EO:
408.03

ENABLING OBJECTIVE:

Discuss the role of confidence in leadership 

1.
Review the weaknesses of the previous EOs performance check; and/or

2.
Ask the following review questions:

a.
What is confidence known as?

Answer:
“The lifeblood of leadership”

b.
What are the things that a leader must have confidence in?

Answer:
(i)
Aim


(ii)
Superiors

(iii)
Associates

(iv)
Subordinates

(v)
Themselves

INTRODUCTION

WHAT:
During this period, you will learn about the duties and responsibilities of a junior NCO.

WHY:
Learning about theses duties and responsibilities will help you know how to approach the tasks you will be give as level two cadets.

WHERE:
As level two cadets you will be given various duties and responsibilities at the squadron level, which you will be required to carry out.

TIME
BODY
NOTES

STAGE 1
DUTIES AND RESPONSIBILITIES OF A JUNIOR NCO


1.
General:

a.
Every squadron will have a different set of duties for its junior 

 

NCOs, but there are some things that must be considered by all.


b.
A duty is something you must do because of the position you hold,

 

while to be responsible means to be accountable for what you do.
2.
Officer/NCO Relationship:
 
The differences between an officer’s role at the squadron and a junior 

 
NCOs is as follows:

OFFICER
NCO

An officer is primarily involved with squadron training and related activities.
An NCO concentrates on the individual cadet and how he/she responds to training.

An officer pays attention to the squadron’s standard of performance.
An NCO concentrates on developing teamwork so everyone achieves the standard together.

An officer concentrates on training for everyone so that the squadron has well trained air cadets at every level.
An NCO concentrates on standards of performance, training, and development of smaller groups of cadets.

An officer creates the conditions that makes the time and resources available so that the NCO can do his or her job.
An NCO gets the job done.

CONFIRMATION STAGE 1

1.
What is an officer’s primary role in a squadron? 


Answer:
a.
An officer is primarily involved with squadron training 

 



and related activities;




b.
An officer pays attention to the squadron’s standard of

 



performance;




c.
An officer concentrates on training for everyone so

 



that the squadron has well trained air cadets at every

 



level; and

 


d.
An officer creates the conditions that make the time 

 



and resources available so that the NCO can do his 

 



or her job.

2.
What is an NCOs primary role in the squadron?


Answer:
a.
An NCO concentrates on the individual cadet and

 



how he/she responds to training;




b.
An NCO concentrates on developing teamwork so 

 



everyone achieves the standard together;

 


c.
An NCO concentrates on standards of performance, 

 



training, and development of smaller groups of 

 



cadets; and

 


d.
An NCO gets the job done.

STAGE 2
DUTIES AND RESPONSIBILITIES OF A JUNIOR NCO (continued)

1.
Duties and Responsibilities:
a.
Every squadron will have a different set of duties for their junior 

 
NCOs, but there are some things that must be considered by all. 

 
The following is a list of some of the items that a junior NCO, and 

 
all NCOs in general, are responsible for in the Royal Canadian Air 

 
Cadets:



(i)
Observe the Chain of Command at your squadron. Even if 

 


you do not like Sgt Smith, but he/she is your immediate 

 


superior, you must report to him or her. Think of how you 

 


would feel if a cadet didn’t come to you first but went straight 

 


to Sgt Smith.

(ii)
As an NCO and leader, it is your responsibility to Set an 


Example for dress and deportment. Expect and ask no more 


of your cadets than you would of yourself.

(iii)
Be Firm, Fair and Friendly with everyone, especially new 

 
recruits. Nobody is impressed with a barking NCO, least of 

 
all the cadets. The strongest and most respected NCO is 

 
one that is consistent in approach to people and situations – 

 
Be Approachable!

(iv)
Be Respectful towards your superiors, officers and senior 


NCOs. If you are not, the cadets will see that and it will 

 
create a poor atmosphere at the squadron.

(v)
Observe Duty Schedules. If you are assigned a task, duty 


NCO ,or supervision of a special activity, make sure you 

 
show up and do your job. If you can not, be sure to inform 

 
the person in charge.

(vi)
Everyone is responsible for safety. However, when you are 

 
in a position of responsibility, you have a duty to Be Alert to 

 
potential safety hazards at all times.

b.
There are many other responsibilities not mentioned here that a 

 
junior NCO is responsible for. These responsibilities will vary from 

 
squadron to squadron, depending on your way of doing things, but 

 
the items above are fundamental and should be adhered to. Many 

 
of these items are just common sense for any member of any 

 
organization, but many people do not observe them. Taking 

 

responsibility for these things is the key to being a professional and 

 

efficient junior NCO.

2.
Examples of Junior NCO Duties:

The following are some examples of Junior NCO duties that can be done 

 
at the squadron level:

 
a.
Duty Corporal;


b.
Updating training or attendance records;


c.
Running the canteen during a dance or during a break;


d.
Being in charge of a group of cadets on a bush outing or other 

 

activity; and


e.
Taking the attendance, etc.

CONFIRMATION STAGE 2

1.
What are the responsibilities faced by all NCOs in the Royal Canadian Air 

 
Cadets?


Answer:
a.
Observe the Chain of Command at your squadron; 

 


b.
Set an Example for dress and deportment; 


c.
Be Firm, Fair and Friendly – Be Approachable!;


d.
Be Respectful towards your superiors, officers and 

 

senior NCOs; 


e.
Observe Duty Schedules; and


f.
Be Alert to potential safety hazards at all times.

2.
What are some examples of Junior NCO duties that can be done?


Answer:
a.
Duty Corporal;




b.
Updating training or attendance records;



c.
Running the canteen during a dance or during a 
 



break;




d.
Being in charge of a group of cadets on a bush outing 
 



or other activity; and
 


e.
Taking the attendance, etc.

                                 PERFORMANCE CHECK

Test Details –
Cadets will be checked independently to ensure that they are carrying out duties as assigned.

33 MINs
                                       CONCLUSION

SUMMARY:

A.
In this lesson, you have learned about the duties and responsibilities of 

 



a junior NCO.

RE-MOTIVATION:
A.
Comment on student performance. (Identify strengths and points that  

 



require improvement)


B.
Learning about these duties and responsibilities will help you know how to approach the tasks you will be given as level two cadets.

C.
Your next lesson will be PO 408.04b, where you will participate in a guided discussion on the duties and responsibilities of a junior NCO. 
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Handout #1








Explain this so that the cadets understand 


that not all 


squadrons do things the 


same way.








.


























Stress the 


equal 


importance of each part!



































OHP #1








Make sure 


that you understand your role 


and function 


at the home squadron. if 


you don’t, 


ask a senior NCO or 


officer to explain it to you.
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