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STUDENT OULINE

THE ROLE OF AN ADMINISTRATIVE CLERK

LEARNING OBJECTIVES.  The purpose of this lesson is used to provide you with an overview of your MOS.  I will also give you the opportunity to ask questions.  There are no learning objectives associated with this lesson.

1.  JOB RESPONSIBILITIES.  
    a.  While here at school learning is the primary objective.  Everything else is secondary, so staying focus is a must.  At anytime you have a problem or question be sure to see your instructor or myself so we can get the problem resolved.  

    b.  You as an administrative clerk will be the heartbeat of the unit.  Poor administrative support will result in low moral, unit cohesion and the effectiveness of the unit will suffer also.  Now you ask, how can one administrative clerk make a difference in a Battalion Landing Team of 1200 plus Marines?  When a Marine is worried about where there spouse is going to live, whether they will be able to pay their bills and manage their money, they won’t have their mind on the job.  How many here think that there could be a problem or have questions about your own pay?  Most of these problems are because you are new to the system and a few simple fixes we’ll have most of it corrected before you leave here.

    c.  Keeping your desk neat and organized will help you with the performance and quality of work.

2.  CLASSES.  While here at the school, you will be taught the following courses:

    a.  Typed Drafted Material.

    b.  Standard Letter.

    c.  Endorsements.

    d.  Administrative Action Forms.

    e.  Records Management.

        (1) Preparing file folders.

        (2) Preparing a files outline.

        (3) Filing documents.

    f.  Introduction into the Marine Corps Publications Distribution System (MCPDS).

        (1) Preparing directives.

        (2) Maintenance of directives.

    g.  Preparing a Unit Punishment Book (UPB).

    h.  Introduction into extracting information from 3270.

3.  INTERACTION WITH OTHER 0100’S.  

    a.  You will work closely with the 0121 field.  They take care of the Service Records and the reporting of information into the unit diary.  You could very well be cross-trained, as this will be necessary when you become an Administrative Chief.  

    b.  You could be working any where from a consolidated admin center down to the battalion level.  The Marine Corps constantly  going through changes in the admin field so to be successful you must be flexible.

4.  JOBS.  

    a.  If you are working in the Adjutants office you could be filling some of the following jobs.  But first, what is an Adjutant?  The adjutant serves as a special staff officer for the commanding officer.  Normally the adjutant has an administration chief that assists by supervising the daily administrative duties within this section.

    b.  The correspondence section has the following responsibilities but are not limited to completion of:

        (1) Standard letters

        (2) Endorsements.

        (3) Naval messages.

        (4) Fitness reports.

        (5) AA forms.

        (6) Personal awards.

        (7) Commendatory correspondence.

    c.  The legal section has the following responsibilities but are not limited to completion of:

        (1) Unit punishment books. 

        (2) Accused acknowledgement of rights.

        (3) Summary transcript of proceedings.

        (4) Notification letters.

        (5) DD Forms 553/611 (deserter information).

    d.  The mail section has the following responsibilities but are not limited to completion of:

        (1) Picking up unit mail.

        (2) Sorting.

        (3) Distribution.

        (4) Rework.

    e.  The manpower section has the following responsibilities but are not limited to completion of:

        (1) Completion of daily morning reports.

        (2) Deployment status reports

        (3) Various other reports

    f.  CMS/CMCC section.

    g.  Directives Control Point (DCP).

5.  CONSOLIDATED ADMIN OFFICE.  Most 0151s will work in a consolidated administration shop.  Usually it will have an OIC and SNCOIC.   It will be broken down into various sections.  Each of these sections will normally have unit diary clerks to run their diaries but it could be you.  These sections may include the following:

    a.  SRB maintenance

    b.  Promotions

    c.  Separations

    d.  Orders (PCS/TAD)

    e.  Legal 

    f.  Deployed

    g.  Quality control

6.  FIELD 0151.  One of the misconceptions that many new 0151s have is that they do not think they will go to the field.  Field 0151s may work in a Combat Operation Center.  Jobs could include but are not limited to the completion of morning reports, mail call, and ensuring that the commanding officer is taken care of if they should have any other administrative requirements.  You may also be tasked with rear area security, combat operations center security or even an assignment to a MK19/M240 team.

    a.  The Administrative Clerk is a Marine with many talents.  As you have seen, 0151's are assigned to various jobs within the command.  No single job is any more important than the other because they all deal with supporting the Marines of your unit.

    b.  While at Personnel Administration School you will only be exposed to a small portion of the admin field.  The vast majority of the knowledge you will learn will come to you when you go to your unit.  Don’t be worried though, there are Marines in your unit that will guide and instill this valuable knowledge to you.  By combining the knowledge you learn here and what you will come to learn from your unit, this will assist you in becoming an outstanding 0151.  
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