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PROFICIENCY LEVEL FIVE
PO: INTRO TO ADMIN AND SUPPLY

PO/EO:
400.04

ENABLING OBJECTIVE:
Perform the duties related to the squadron administration department.


REFERENCE(S):
A:
A-CR-CCP-270/PH-001 Level Five Course Training Plan





Chapter 4, Pages 4-5.



B:
Cadet Administrative and Training Orders volume one

SUPPLEMENTARY REF(S):
N/A

TRAINING AID(S):

A.
Administration  forms


LEARNING AID(S):

N/A

TEACHING POINT(S):
N/A.


METHOD OF INSTRUCTION:
OJT

TIME:

6 x 35-minutes
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PROFICIENCY LEVEL FIVE
PO: INTRO TO ADMIN AND SUPPLY

PO/EO:
400.04

ENABLING OBJECTIVE:
Perform duties related to the squadron Administration department.


REVIEW

PO/EO:
400.01a and 400.01b

ENABLING OBJECTIVE:

Duties and responsibilities of the Squadron Administration





Officer.


ACTIVITY DETAILS

1.
Objectives:


a.
The main objective of this PO is to allow the cadet to gain some 


practical experience with regard to the Squadron Administration


section.


b.
The skills developed by this experience will be of benefit to the 


cadets not only at the squadron but will also give them work 



experience that they can use on their resume.


2.
Instructions for Directing Staff:

a.
The Administration Officer must be careful to supervise the cadets 


and answer all of their questions. Cadets must feel that the time 


spent 
in support of the squadron administration section is 



meaningful and that they gain some experience.


b.
Duties the cadets perform should include but not be limited to: 





           
(i)
The procedures to enroll new cadets.



(ii)
Proper completion of CF1158 Application for Membership.



(iii)
Proper completion and updating of CF1322 Record of 



Service (Cadet).



(iv)
File numbering system.



(v)
Recording mail/correspondence in the register.



(vi)
Updating the yearly attendance chart.



(vii)
Writing weekly routine orders.



(viii)
General office procedures.


c.
Cadets who show a strong aptitude to administrative work may be 


given more advanced duties such as writing memorandums, 



updating publications, completing reports and returns etc.


d.
The supervisor must produce a report in which he/she describes


the cadet’s performance. This report is to be submitted to the



training Officer. 


e.
In order for cadets to get the most out of the time spent in 



administration it is important that the supervisor give them a wide 


exposure to the duties of the AdminO. You must avoid giving them 


a task to do repetitively for the entire 3 hours. If more time is 



needed or if the services of the cadet are required as a part-time


Admin clerk, time may be taken from the CO’s periods if necessary.

3.
Instructions to Cadets:

Have cadets bring a pencil or pen, and a notebook to the class, but remind

them that there is no written assessment for this PO so detailed notes are

not necessary. Encourage cadets to ask questions, as this is the only way

to cover information that they might require above what is taught in the

lecture portion of this PO.

4.
Optional:

N/A

                                 PERFORMANCE CHECK

Test Details –
Each cadet will be required to perform a series of various duties




determined by the Administration Officer for a total of three hours.

ROYAL CANADIAN AIR CADETS





MASTER LESSON PLAN





� EMBED Word.Picture.8  ���





� EMBED Word.Picture.8  ���





� EMBED Word.Picture.8  ���





� EMBED Word.Picture.8  ���





ROYAL CANADIAN AIR CADETS





MASTER LESSON PLAN
























































C:\My Documents\Master Lesson Plans\Level 5\PO 400\EO 400-04.doc
PAGE  
1
C:\My Documents\Master Lesson Plans\Level 5\PO 400\EO 400-04.doc

_974104573.doc
[image: image1.png]






_971070498.doc
[image: image1.png]






