Senior Instructor/Writer (MSG):  The senior instructor/writer is assigned to the Army Reserve Readiness Training Center (ARRTC) and serves as a senior instructor/writer for the military occupational specialty (MOS) 79V Army Reserve Career Counselor (ARCC) Course and the MOS 79V Senior Leader Course (SLC) with a daily strength of three cadre and 40 students with an annual load of over 400 students.  Duties of the senior instructor/writer may include but are not limited to- 
a. Instructing active guard reserve (AGR) and troop program unit (TPU) Soldiers on all areas of Army Reserve (AR) career counselor operations.

b.  Mentoring, counseling, and motivating Soldiers to facilitate successful course completion.

c. Conducting training, developing curriculum, approving, supervising, utilizing different methods (class room, individual hands on, simulated, field training, practical training exercises, etc.) as applicable.

d. Evaluating practical exercises and tests for effectiveness, assisting in updating practical exercises and tests, grading student projects, and proctoring tests.

e. Serving as subject matter experts (SMEs) in MOS 79V and maintaining contact with MOS 79V Soldiers in the field and the Headquarters (HQ), Army Reserve Careers Division (ARCD) to ensure current operational procedures are integrated into lessons to maintain relevance. 

f. Preparing lesson material per the programs of instruction, technically accurate, relevant, and integrated with current army doctrine and conducting appropriate research to provide the most complete, accurate, and up to date information.

g. Delivering training, evaluating and assessing student performance, coordinating training support, and establishing classroom environments.  

h. Enforcing standards of conduct and accountability; ensuring appropriate classroom management, providing oral feedback and written counseling.
i. Monitoring discussion boards; interacting with students on a day to day basis. 

j. Traveling to support mobile training teams (MTTs) as required.

k.  Maintaining access to retention supported systems/applications as applicable to courses taught and have a high level of proficiency and working knowledge of Microsoft Office applications (Access, Excel, InfoPath, Outlook, PowerPoint, Publisher, Word, etc.) and other applications as needed to support daily duties as a senior instructor/writer. 

l. Coordinating and synchronizing logistical and administrative support among numerous support agencies to facilitate student training.
m.  Monitoring Army Training Requirements and Resources System (ATRRS) to prepare for student records, and coordinating with HQ, ARCD to ensure necessary waivers have been acquired.     

n. Maintaining appropriate filing system with pertinent historical information.

o. Planning and complying with projected milestones.

p. Staying abreast of all changes in retention policies and regulatory guidance.

q. Reviewing lessons learned and after action reviews and preparing new doctrine that integrates all existing publications', doctrinal principles, tactics, techniques, and procedures.  

r. Assessing, reviewing, revising, and developing doctrinal products for the Directorate of Doctrine and Training (DODT) at the ARRTC.  

s. Developing, writing, and editing doctrine, and publishing it via paper publications, electronic, or web-based media. 
t. Reviewing published materials and recommending revisions or changes in scope, format, content, and methods of reproduction.

u. Coordinating with developers to ensure that the approved operational concepts
    and those under development are considered during the project process.

v. Working in conjunction with the instructor/writers (SFC) and project leads to integrate new doctrine into programs of instruction and ensuring prepared course work is current, relevant, and up to date.   

w.  Serving as instructional evaluator to support of the instructor certification program. 

x. Serving as course leader, providing advice for student issues and responsible for early releases, and student dismissal processing. 

y. Supervising, mentoring, coaching, teaching and training subordinate instructor/writers (SFC) as directed by the chief instructor/writer NCO (SGM).  
