Senior Career Management NCO (MSG):  The senior career management NCO is assigned to the Chief, Army Reserve Careers Division (ARCD) to provide guidance on all matters that pertain to military occupational specialty (MOS) 79V and supports the career management field (CMF) 79 proponent in the personnel development system life cycle management functions within MOS 79V.  Duties of the senior career management NCO may include but are not limited to- 
a. Serving as the single point of contact responsible for enlisted personnel proponent matters within the MOS 79V (Army Reserve Career Counselor).      
b. Gathering and evaluating data, and identifying issues and initiatives.    

c. Recommending personnel management policy changes to Combined Arms Support Command (CASCOM), U.S. Army Training and Doctrine Command (TRADOC), Human Resources Command (HRC), Army G-1 staff, and various government agencies.  

d. Interfacing with the other CMF 79 series proponents (79R, 79S & 79T), the 13 battalion command leadership teams, and all Soldiers in the command.  
e. Reviewing, updating, and maintaining MOS prerequisites in accordance with AR 611-1 (Military Occupational Classification and Structure Development and Implementation) every two years or sooner as identified.    

f. Developing the MOS 79V portion of DA PAM 600-25 (US Army Noncommissioned Officer Professional Development Guide).   
g. Developing and maintaining the MOS 79V Professional Development Model (PDM) and serving as an editor and approver for all updates.     

h.  Analyzing all authorization documents for reductions and additions of 79V authorizations.  

i.   Providing input to functional reviews, functional area assessments, and managing and coordinating ASI programs.

j.   Communicating to field force all key MOS information/changes and conducting analysis of impacts of force stabilization and unit focused stability (UFS) plans.  

k. Advising and assisting in the formulation and implementation of regulatory guidance for the 79V career counselor force.

l.   Ensuring the policies and the development of training is fully coordinated between ARCD, Army Reserve Readiness Training Center (ARRTC), Recruiting and Retention School (RRS), and TRADOC.

m.   Serving as a liaison action NCO with multiple staff directorates including U. S. Army Reserve Command (USARC), Office of the Chief, Army Reserve (OCAR), Department of the Army (DA) G-1, ARRTC, RRS, and TRADOC for 79V proponent actions which pertain to the Army Reserve (AR).

n. Developing and maintaining the Army Career Tracker (ACT) for MOS 79V and serving as a career administrator and content manager.
o. Serving as a coordinator for Blackboard/Virtual Classroom Server (VCS) through SSI/Proponent and developing and writing training and any other means of asynchronous or distance learning to assist ARRTC as needed.  
p.  Serving as a subject matter expert (SME) in MOS 79V and participating in critical task and site selection board’s (CTSSBs) providing subject matter expertise in training development as well as maintaining contact with MOS 79V Soldiers in the field and ARCD BN HQ to ensure current operational procedures are integrated into lessons for maintaining relevance. 
q. Assisting ARRTC in creating initial task lists during critical task and site selection boards (CTSSBs) for use in creating lesson material for the program of instruction (POI), creating and revising individual tasks to align with current doctrine, Training and Doctrine Command (TRADOC), United States Army Reserve Command (USARC) G-1, and Department of the Army (DA) G-1 to provide technically accurate and relevant content, and conducting appropriate research to provide the most complete, accurate, and up to date information.
r. Assisting ARRTC in designing 79V courses; designing and developing lesson plans, practical exercises, tests, test plans, and test administrative guidance (TAG), course management plans (CMPs), student evaluation plans (SEPs), graphic training aids (GTAs), student handouts, and instructor slides. 
s. Conducting operational trials, revising course materials based on operational trials, evaluating practical exercises and tests for effectiveness, updating practical exercises and tests, grading student projects, and proctoring tests.
t. Maintaining access and have a strong working ability of the following retention supported systems/applications as applicable; Reserve Database Management System (RDMS), Reserve Components Manpower System (RCMS), Retention Management Software (RMS), Integrated Web Services (IWS)/Soldier Management System (SMS), Regional Level Application Software (RLAS), Individual Training and Resource System (ITRS), Personnel Network (PERNET), Reenlistment Eligibility Data Display (REDD), WebRequest, Defense Manpower Data Center (DMDC), and any other required systems/applications.  Additionally, have a 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 career management NCO. 

u. Coordinating and synchronizing logistical and administrative support among numerous support agencies to facilitate course development.
v. Maintaining appropriate filing system with pertinent historical information.
w. Planning and complying with projected milestones.
x. Staying abreast of all changes in retention policies and regulatory guidance.
y. Reviewing lessons learned and after action reviews and preparing new doctrine that integrates all existing publications', doctrinal principles, tactics, techniques, and procedures.  
z. Assessing, reviewing, revising, and developing doctrinal products for the Directorate of Doctrine and Training (DODT) at the ARRTC.  
aa.  Developing, writing and editing doctrine and publishing it via paper publications, electronic, or web-based media. 
ab.   Reviewing published materials and recommending revisions or changes in scope, format, content, and methods of reproduction.
ac.  Coordinating with instructional systems specialists and educational technicians to ensure that the approved operational concepts and those under development are considered during the project process, and ensuring course material supply, and distribution.  
ad.  Working in conjunction with the senior instructor/writers, instructor/writers and project leads to integrate new doctrine into programs of instruction and ensuring prepared course work is current, relevant, and up to date.   
