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Battalion Commander 
 
 The Battalion Commander is the senior (highest ranking) individual in the Battalion.  He/she is responsible 
for all the battalion does or fails to do.  He uses his Executive Officer to ensure the staff performs its duties and his 
Company Commanders to complete all functions and responsibilities assigned to each company.  If each Company 
Commander does his/her job well, and the staff functions effectively, basically all the Battalion Commander needs 
to do is sit back, supervise, visit, be seen, comment, participate, manage, and lead. 
 
 Some specific responsibilities include, but are not limited to: 
  
   1.  Representing the JROTC Department at many of the numerous civic functions in the community. 
 
   2.  Being seen throughout the JROTC Department, throughout the day, as much as school schedules and 
teachers will allow.  Not just during JROTC period.  When in the JROTC Department he/she should be 
looking around and observing what is going on.  He/she should visit classrooms to observe attitudes, interest, and 
conduct of subordinates.  He/she should strive to look at and know as many cadets in the Battalion as possible. 
 
   3.  Participating in recognition and/or awards ceremonies for each of the companies. 
 
   4.  Conducting briefing about JROTC to visitors. 
 
   5.  Conducting tours of the JROTC Department. 
 
   6.  Showing an interest in ALL companies and teams. 
 
   7.  Showing an interest in staff duties and accomplishments. 
 
   8.  Conducting special investigations when necessary. 
 
   9.  Counseling subordinate leaders and/or cadets as necessary. The Battalion Commander should keep an 
eye on problems company commanders may be experiencing and help where possible. 
 
 10.  Encouraging teams, companies, platoons, squads, and individuals to do the best they can.  Usually, the 
Battalion Commander will be a Commander of another team.  He/she must realize that all teams are equally 
important and show as much interest in them as his/her own. 
 
 11.  Being available to sit on various JROTC Boards as a member or as a monitor. 
 
 12.  Monitoring each company from time-to-time as it conducts its training. 
 
 13.  Inspecting the entire Battalion prior to AFI. 
 
 14.  Performing a myriad of other functions as required. 
 
 15.  Approving/disapproving promotions. 
 
 16.  Evaluating subordinates. 
 
 17.  Maintaining an impeccable personal appearance at all times, not just on uniform days. 
 
 18.  Making it a point to know as many of the cadets in JROTC as possible. 
 
 19.  Being the PREMIER example setter in the Battalion. 
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XO; Battalion Executive Officer  
 
 The Battalion Executive Officer is primarily responsible for supervising and controlling the staff as well as 
managing numerous special programs as directed by the Battalion Commander and/or the Senior Army Instructor.  
He assumes command of the battalion during the absence of the battalion commander.  His duties and 
responsibilities include assisting the Battalion Commander in the performance of his/her many duties as needed 
and/or as directed by the Battalion Commander.  Specific duties of the XO are many and include, but not limited to: 
 
   1.  Supervising and managing the JROTC staff. 
 
   2.  Conducting special investigations as directed by the Senior Army Instructor or Battalion Commander. 
 
   3.  Managing the Cadet Boards of  the Month and Semester Programs.  Serves as President of the Boards 
for these programs.  The XO must ensure that Cadet Boards are planned and members are informed well in advance.  
The Battalion Command Sergeant Major should also participate. 
 
   4.  Ensuring certificates are prepared for Cadets Board winners.  This is accomplished via coordination 
with the JROTC Secretary. 
 
   5.  Ensuring  request for orders are turned into the S-1, information for newspaper articles to the S-5 and 
merits to the S-3 because of Cadet Board results. 
 
   6.  Managing and supervising the Honor Company of the Month and Year Program. 
 
   7.  Coordinating the staff weekly activities reports. 
 
   8.  Serving as Commander of Troops in any Battalion size parade conducted by the JROTC Battalion. 
 
   9.  Managing cadet awards of the programs he manages. 
 
 10.  Evaluating Staff Officers. 
 
 11.  Recommending Staff Officers for promotion. 
 
 12.  Planning and running the Best Drilled Cadet Competition. 
 
 
S-1; Adjutant 
 
 The S-1 is the Personnel and Administrative Officer for the battalion.  He maintains the unit manning 
board, keeps a current and accurate file on all JROTC Cadets in the battalion, prepares and publishes orders, and 
performs a variety of administrative functions as required.  The S-1 make sure cadet records are posted correctly. 
 
   Provides the JROTC Secretary with merit/demerit information for averaging JROTC grades. 
 
   Ensures that merit and demerit records are current and correct.  Keeps a weekly running total of demerits 
earned posted on the JROTC Bulletin Board. 
 
 
 
 The S-1 also serves as the Adjutant at parades and ceremonies.  Accordingly he must, as a minimum, be 
familiar with the parade and ceremony portion of FM 22-5. 
 
 During the Military Ball, the S-1 is responsible for formation of the Receiving Line. 
 
 The S-1 sits as a member on Cadet Boards and performs functions as required by the Battalion Executive 
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Officer. 
 
 The S-1 works closely with the Company Commanders, Company Executive Officers, and/or Company 
Administrative Officers and other staff members to ensure company rosters and records are current and 
up-to-date.  
 

The S-1 prepares his/her portion of the briefing for the Annual Formal Inspection and serves as an escort 
for the inspector during the S-1 portion of the inspection.     The S-1 keeps current orders posted on the Department 
Bulletin Board. 
 
 The S-1 supervises the work of the Company Admin Officers and spot checks records to ensure Company 
Admin Officers are maintaining unit records correctly. 
 
 The S-1 manages certain awards and decorations per SOP. 
 
S-2; Battalion Security Officer 
 
 The primary duties of the Battalion S-2 are to assure the security and safety of the JROTC Department and 
its equipment.  The S-2's main area of interest is the Arms Room. The duties include: 
 
 1.  Conducting a monthly inventory by serial number of all weapons and sensitive items of equipment 
stored in the Arms Room. 
 
 2.  Conducting a daily count of all M-1 rifles. 
 
 3.  Issuing and turning in weapons to JROTC Cadets for Drill and Ceremony. 
 
 4.  Maintain cadet web site. 
 

5.  Ensuring the cleanliness of all weapons and equipment stored in the arms room as well as the arms room 
itself. 

  
6.  Serving as a member of the Cadet  Boards. 

 
 7.  Performing preventive maintenance on weapons as needed. 
 
 8.  Managing the ribbons and medals as specified in Awards SOP. 
 

9.  Submitting request for orders on a timely basis for individuals who have qualified for any of the above 
ribbons. 

 
10.  Maintaining the Department physical fitness equipment and audio visual equipment  to ensure it is safe 
and operational. 

 
 11.  Providing Cadet Challenge grades to JROTC Secretary.   
 
S-3; Operations and Training Officer 
 
 The S-3 staff is a large and busy staff section.  The S-3 is responsible for a myriad of activities including 
such things as morning clean up details, merit and demerit records, preparing classrooms for each days instruction, 
and managing several important ribbons and awards.  The S-3 is the Operations and Training Officer. 
 
 1.  Under the category of Operations the S-3: 
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a.  Establishes a system to allow volunteers to report to the JROTC Department, perform assigned tasks and 
earn merits.  The S-3 must ensure that the morning detail is a smooth and organized and business like operation and 
not a opportunity for people to come down and hang out around the JROTC Department. 
 
 b.  Establishes and supervises a program for demerit earners to work off their demerits.  Demerit workers 
normally are assigned the more unsavory and difficult duties. 
 
 c.  Ensures that request for orders for persons earning merit and Exceptional Service ribbons are properly 
reported to the S-1. 
 
 d.  Manages the Parade Ribbon and provides requests for orders to the S-1 for award of the Parade Ribbon 
to deserving JROTC Cadets. 
 
 e.  Managing the ribbons and medals as specified in Awards SOP. 
 
 2.  Under the category of training the S-3: 

 a.  Ensures that each classroom is cleaned, set up and ready for each days instruction.  This means 
the S-3 must check with the instructors to see how the classroom is to be organized and what training aids 
are required. 

 
 b.  Keeps the Training Aids room clean, organized and inventoried. 
 

c. Posts the Training Schedules on the Department Bulletin Board as they are published. 
 

d.  Providing company commanders with instruction on how to conduct training in the Army Physical 
Fitness Program and Cadet Challenge. 

 
e.  Maintaining records of cadet results on PT Tests and Cadet Challenge tests. 

  
 3.  The S-3 sits as a member of Boards as directed by the XO. 
 
 4.  The S-3 manages certain awards and decorations per SOP. 
 
 
S-4; Battalion Supply Officer 
 
 The Battalion Supply Officer is the JROTC Cadet responsible for the fitting and issuing of uniforms and 
items of equipment to the JROTC Cadet corps.  He causes the supply room to be operational most of the day to 
serve the needs of the Cadet corps.  The Supply Room normally opens on/about 0730 hrs. 
 
 The Supply Officer has a huge and important job.  He is responsible for keeping a running count on all 
items in the supply room; he inventories and controls all US Army, Spalding High School and JROTC Department 
equipment in the JROTC Department; he keeps the supply room neat, orderly, and clean at all items. 
 
 The Supply Officer maintains numerous records, the most important being the cadet uniform record.  Every 
item issued to Spalding High School JROTC must be accounted for on these records, including that issued to 
JROTC cadets. 
 
 Once the JROTC Program starts, the Supply Officer is kept very busy issuing rank, ribbons, and 
exchanging uniform items due to fair wear and tear or loss. 
 
 The Supply Room is inspected at least once a year by US Army Personnel.  The Supply Officer is 
responsible for ensuring there are no deficiencies found by the inspectors. 
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 The Supply Officer ensures that items are loaned out on a temporary basis, hand receipts are prepared and 
maintained in the supply room. 
 
 The S-4 sits as a member of Boards as directed by the XO. 
 
 
S-5; Battalion Information Officer and Public Relations Officer 
 
 1.  The Battalion S-5 is a very demanding and busy staff.  The S-5 informs and "sells" the JROTC Program 
to the community.  S-5 duties fall into 3 major categories.  They are Cadet Information; Public Information and 
Community Relations. 
  

a.  Cadet Information: The S-5 uses the bulletin boards in the JROTC Department to keep the Cadet Corps 
abreast of items of interest from newspapers, magazines, and various periodicals.  The items of interest include 
information on the military services, Senior JROTC, academies, and the SHS JROTC Program, to cite a few.  The S-
5 provides articles of interest to companies for use in current events. 
 
 b.  The S-5 also keeps photographs and articles of JROTC activities on the bulletin boards in the 
Department as well as the one located next to the counselors office. 
 
 c.  Public Information: The S-5 looks for every opportunity to find interesting stories about the JROTC 
Program and the cadets.  These stories are prepared and sent to the newspaper, Channel 9, WHIE, and WKEU.  The 
S-5's goals are to have 2 articles about the JROTC Department, JROTC Program, JROTC Teams, JROTC Cadets 
sent to the various local news media each week and maintaining battalion scrapbook. 
 
 d.  Community Relations: The S-5 manages the Department Community Relations program.  Community 
Service is one of the major teaching points in JROTC.  The S-5 maintains records to ensure community service 
merits, ribbons, and medals are awarded to deserving cadets.  The S-5 uses these records to submit the request for 
orders to the S-1 for these awards and provide merit information to the S-3. 
 
 2.  The S-5 will manage the ribbons and medals as specified in Awards SOP. 
 
 3.  The S-5 sits as a member of Boards as required by the XO. 
 
 
Company Commander 
 
 The Company Commander is the senior person in the company. He/ she has one of the most demanding, 
but rewarding, jobs in the battalion.  He/she is responsible for all the company does or fails to do.  He/she is an 
expert in all phases and aspects of drill and ceremony.  He/she must be an outstanding leader with lots of initiative, 
enthusiasm, drive and motivation.  Some specific duties include: 
 
   1.  Command the company at all formations. 
 
   2.  Study drill requirements and insure he/she can explain, supervise, correct any and all drill instruction. 
 
   3.  Set the example in the company. 
 
   4.  Know your company personnel.  Know everyone in the entire company.  Be prepared to handle 
promotions, demotions, awards, honors, etc., as they occur. 
 
   5.  Counsel subordinates. Serve as a mentor to members of your company. 
 
   6.  Think ahead.  Know what's going on.  Take charge of your company.  Be the Boss! 
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7.  Plan and conduct extra curricular activities during Company Commanders/Company Advisor time.  Be 
imaginative.  Have fun things to do.  Use outside area for outside activities. 

 
   8.  Inspect your company regularly.  Let them know you are always looking. 
 
   9.  Use your chain of command to the utmost. 
 
 10.  Praise and reward when praise and reward are due.  Chastise when necessary. 
 

11. Be firm but fair in dealing with subordinates. 
 
 12.  Be loyal to your subordinates, the Battalion and the JROTC Department. 
 
 13.  Make periodic evaluations of your subordinates. 
 
 14.  Administer discipline where necessary. 
 
 15.  Submit Unit Request for orders to appropriate officer as necessary. 
 
 16.  Make spot checks and "on the spot" corrections as necessary. 
 
 17.  Teaching! 
 
  18.  Be the premier example setter in the company. 
 
Company Executive Officer  
 
 The Company Executive Officer is second in command of the company. He/She is the Company 
Commander's number one assistant.  He/she must be well rounded in all aspects of company operations.  He/she 
assumes command of the company in the absence of the Company Commander. 
 
 1.  Is an expert in all phases of drill 
 
 2.  Is the Company Supply Officer 
 
 3.  May be the Company Administrative Officer (Handles administrative duties if no administrative officer 
is assigned). 
 
 4.  Helps the Company Commander prepare for and participate in aspects of the "Best" Company of the 
month, Outstanding Squad Leader and Outstanding Cadet programs. 
 
 5.  Conducts inspections of the company as required. 
 
 6.  Supervise the issue and turn-in of weapons on drill days 
 
 7.  Help plan and conduct extra curricular activities for the company to participate in during company 
advisor time. 
 

8. Teacher. 
 
9.  At the beginning of each period the Company First Sergeant will conduct role call under the 

supervision of the Instructor. 
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Administrative Officer 
 
 Each company may have an Administrative (Admin) Officer. He/ She must be prepared to teach drill and 
ceremony as well as assume command of any of the platoons on a moments notice.  The Admin Officer must also be 
prepared to assume the duties of the XO as well as take charge of the company. 
 
 1.  If  the company is short of officer, the XO may have to perform the Admin Officer duties. 
 
 2.  The Admin Officer is fully and totally responsible to the Company Commander for all company 
administrative functions.  In essence, he/she is the counterpart to the Battalion Staff.  He/She is the liaison to the S-
1, S-2, S-3, S-5, SSO, and sometimes the S-4.  He/She will maintain all LET 1, LET 2, and LET 3 records of each 
JROTC cadet in the company.  Normally, the Admin Officer will report to the S-1 office to perform his/her duties.  
In the event there are no records to be worked on, the Admin Officer assist the Company Commander in that days 
training. 
 
Platoon Leader 
 The platoon leaders responsibilities to the company commander are the same as the company commander's 
responsibilities to the battalion commander.  You must be an expert in all phases of drill and train your platoon for 
perfection.  You are a leader with direct responsibility for the command and control of a unit composed of your 
peers.  It is an awesome, adult-size job.  Such an accomplishment is worthy of the highest praise.  Your specific 
duties include: 
 
   1.  Organize and maintain an effective chain of command.  Learn the name of everyone in your platoon 
and use the name when addressing each cadet. 
 
   2.  Use your chain of command to accomplish tasks.  You deal with the platoon sergeant and the squad 
leaders.  For those cadets not proficient in drill, assign a subordinate to conduct extra instruction. 
 
   3.  Be thoroughly familiar with cadet regulations and insure that all of the members of your platoon have 
their authorized clothing and equipment.  Spot-check your cadets at formation to assure that their appearance meets 
your standards. 
 
   4.  Enforce all orders from your superiors whether you agree with them or not.  Don't complain and gripe 
in the presence of your subordinates.  Develop a spirit of teamwork in your platoon to be sure that you get willing 
obedience, cooperation and respect. 
 
   5.  You must have thorough knowledge of all phases of drill. FM 22-5 is your authorized reference.  
Insure that your platoon sergeant forms the platoon in the prescribed area and at the proper time. 
 
   6.  Make every effort to solve your own leadership problems at the platoon level.  If you can't, seek advice 
from your company commander.  Do not be a "buck passer".  If a member of your platoon asks a question you can't 
answer, admit that you don't know, but you will find the answer for the cadet.  At the next formation, inform the 
platoon of the question and the answer.  You aren't expected to know everything, but you are expected to know 
where to get the necessary answers. 
 
   7.  Counsel subordinates, give praise when due, as well as punishment. 
 
   8.  The success achieved by the battalion depends largely upon the success of the platoon leaders.  Set 
high standards of personal appearance and attention to duty for yourself.  Demand that your cadets meet these 
standards also. 
 

10. Prepare Cadet Evaluation Reports as required and request for promotions, demotions, and awards. 
 
11.  Teach 
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