BILLET DESCRIPTION

AFPC ID#:     NA
          POSITION #:    NA  
SERVICE:
NOMITIVE

ORGANIZATION:
United States Joint Forces Command  (HQ USJFCOM)

LOCATION:
Norfolk, Virginia

PARA/LINE:
000/011L
LEVEL:    JOINT

RNLTD:     MAY/JUN 04


POSITION/TITLE:
 PROTOCOL OFFICER

GRADE:     03




SPEC/SKILL CODE:  88P0
DETAILED DESCRIPTION OF DUTIES/RESPONSIBILITIES:
- Inform the Executive Assistant (EA) (HC-001/J001) and supervise all personnel assigned to the Personal Protocol Assistant (J0031A) and the CINC’s Flag Mess Supervisor (J002MSC).

- Act as personal staff action officer responsible for all aspects of protocol and mess support to the CINC, advising on all matters of honor, ceremonies and protocol as they may effect the CINC, CINC’s spouse and the personal staff.  Coordinate all official CINC-hosted social events, and provide advice and/or assistance regarding all social events involving CINC participation.  Ensure all personal staff members are kept fully informed of any protocol or mess events and issues which may affect support to the CINC or the CINC’s schedule.

- Supervise the Personal Protocol Assistant (J0031A) in all aspects of preparation, support, record keeping, and data base maintenance associated with any protocol event involving the CINC or CINC’s spouse.

- Supervise the CINC’s Flag Mess Supervisor (JOO2MSC) in all aspects of Flag Mess support to the CINC, personal staff, and others as required or directed; effective operation and material condition of assigned Flag Mess spaces and the Rhode Isand House Visiting DV Quarters; accountability of controlled items (e.g., silver service) and Flag Mess funds.

- Act as primary liaison with USJFCOM Protocol (JO14), SACLANT Protocol (N-027), and JTASC Protocol (J7P) on all Distinguished Visitor (DV) local visits involving CINC participation.

- Manage and ensure strict accountability and appropriate use of the J00 participation of the USJFCOM Official Representational Funds (ORF) in coordination with USJFCOM J8.

- Supervise inventory and control of the CINC’s memento (gift) locker, ensuring strict accountability and required record keeping for all mementos given and received.  Procure mementos for CINC’s (or his written designated representative) use.

- Act as escort officer for all overseas spouses programs in coordination with the International Aide (C-002).  Coordinate all local spouses programs involving CINC’s spouse participation.

Special Qualifications:  

SECURITY/SPECIAL SECURITY REQUIREMENTS:   TOP SECRET/SCI 

AFPC POC:  DSN 312 665-2768

