Chief Instructor/Writer NCO (SGM):  The chief instructor/writer NCO is assigned to the Army Reserve Readiness Training Center (ARRTC) and supervises five instructor/writers and training developer/writers for the military occupational specialty (MOS) 79V Army Reserve Career Counselor (ARCC) Course and the MOS 79V Senior Leader Course (SLC).  Duties of the chief instructor/writer NCO may include but are not limited to- 

a. Administering the instructor certification program to ensure instructors meet the necessary education and administrative requirements to instruct 79V courses.
b. Ensuring quarterly instructor evaluations are executed in addition to developmental counseling and ensuring rated instructors/writers and training developers understand their duties by providing and reviewing job duty descriptions and conducting initial and quarterly counseling in accordance with (IAW) Army Regulation (AR) and Department of the Army Pamphlet (DA PAM) 623-3.
c. Monitoring courses and administrative processes to ensure the ARRTC standing operating procedures (SOPs) and Training and Doctrine Command (TRADOC) standards are met.
d. Ensuring instructor portfolios, visitor folders, and class leader binders meet all TRADOC and training center requirements
e.  Mentoring, counseling, and motivating Soldiers to facilitate successful course completion.

f.  Supervising and contributing to course design, development, and execution of training and evaluation.

g. Staying abreast of all changes in retention policies and regulatory guidance.
h. Coordinating and synchronizing logistical and administrative support among numerous support agencies to facilitate student training.
i. Enforcing standards of conduct and accountability.
j. Traveling to supervise mobile training teams (MTTs) as required.
k. Communicating effectively with instructors, students, and is a subject matter experts (SMEs) in MOS 79V. Assists with leadership duties of the instructional institution.
l. Traveling to support mobile training teams (MTTs) as required.

m.  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 chief instructor/writer NCO. 

n.  Evaluating instructor’s application of training use different methods (class room, individual hands on, simulated, during field training, during training exercises, etc) as applicable.   
o. Ensuring programs of instruction are technically accurate, relevant, and integrated with current army doctrine and conducting appropriate research to provide the most complete, accurate, and up to date information.
p. Ensuring maintenance of appropriate filing system with pertinent historical information.
q. Planning and ensuring compliance with projected milestones.
r. Coordinating with developers to ensure that the approved operational concepts
    and those under development are considered during the project process.
s. Reviewing published materials and recommending revisions or changes in scope, format, content, and methods of reproduction.
t. Evaluating and assessing instructor performance, their preparation of training materials, training support, and establishing classroom management.  
u. Assessing and reviewing, doctrinal products for the Directorate of Doctrine and Training (DODT) at the ARRTC.  
v. Supervising instructors, writers, and project leads to ensure integration of new doctrine into programs of instruction and ensuring prepared course work is current, relevant and up to date.   
w. Evaluating lessons learned and after action reviews and ensuring new doctrine integrates all existing publications', doctrinal principles, tactics, techniques, and procedures.  
x. Ensuring proper use of doctrine via paper publications, electronic, or web-based media. 
y. Serving as a liaison with HQ, ARCD, USARC, Soldier Support Institute (SSI), TRADOC, and DA G-1 for MOS 79V changes as applicable.  

z. Performing duties of the ARRTC command sergeant major (CSM) during interim periods of absences as well as assisting with enlisted Soldier issues within the command.  
