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1.  LEARNING OBJECTIVES.  The purpose of this lesson is to provide the student with an overview of the Personnel Clerk, MOS 0121.  Therefore, there are no learning objectives.

references?  

2.  JOB RESPONSIBILITIES 

    a.  While here at school learning is the primary objective.  Everything else is secondary, so staying focused is a must.  Anytime a problem or questions arise be sure to see your instructor or myself so we can get the problem resolved.  

    b.  You as a personnel clerk will be the pulse 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 personnel clerk make a difference in a Battalion Landing Team of 1200 plus Marines?  When a Marine is worried about where their 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.  Maintaining a neat working environment will help you with your performance and quality of work.

    d.  As personnel clerks you are always in a high visibility status.  Your status can get as high as working with, beside or for the Commanding Officer or Commanding General of the base.  

2.  Personnel Administration School Instruction.  While here at the school, you will be taught the following courses:

    a.  Microsoft Word.

    b.  Standard Letter/Endorsements.

    c.  Administrative Action Forms.

    d.  Naval Messages.

    e.  Introduction to Service Record Books.

    f.  Introduction to Unit Diary.

    g.  Basic Individual Record/Basic Training Record. 

h. Dependent Information.

i. Basic Allowance Subsistence.

j. Servicemen Group Life Insurance.

k. Record of Emergency Data.

l. Record of Service.

m. Personnel Orders.

n. Page 3 entries.

o. Page 11 entries.

p. Unit Punishment Book (UPB).

q. Awards.

r. Separations.

s. Promotions.

t. Leave.

u. Prepare GCM.

v. Intro MIPS/IMPROMPTU.

w. LES.

x. Internet Training.     

3.  PERSONNEL ADMINISTRATION CENTER (PAC) STRUCTURE.  The PAC consists on many different sections which all play an intricate role within a unit.  Personnel Clerks often find themselves rotating within the PAC every 6 months.  This is to ensure that all clerks are cross-trained.  This cannot always happen due to personnel constraints, the volume of work or the continual workflow.  Some of the different internal sections are as follows:  

    a. Inbound section has the following responsibilities but are not limited to completion of:

       (1) Joins

       (2) Join Audits 

       (3) Travel Control 

    b. The customer service/maintenance section has the following responsibilities but are not limited to completion of:

       (1) Service Records Maintenance.

       (2) Pay.

       (3) Promotions.

       (4) Legal Reporting.

       (5) Triennial Audits.

       (6) Help Desk/Personnel Action Request.

       (7) Reserve Affairs.

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

       (1) Separation Process. 

       (2) PCS/PCA Orders.

       (3) Temporary Additional Duty Orders.

       (4) Limited Duty.

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

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

       (1) Rosters.

       (2) Tempo Tracking.

       (3) Unit Diary Information.

       (4) Service Record Audits.

       (5) Pay Entitlements.

       (6) Awards.          

    e. The other section has the following responsibilities but are not limited to:

       (1) CMS/CMCC section.

       (2) Directives Control Point (DCP).

       (3) Correspondence.

       (4) Mail.

       (5) Morning Report.

       (6) Rosters.

       (7) Legal Section.

    f. ADJUTANT SECTION.  You will work closely with the 0151 field.  They take perform clerical and administrative duties. Administrative Clerks 0151’s must possess knowledge of the Marine Corps Total Force System (MCTFS), and Marine Corps standard word processing and database software packages. The Adjutant section has the following responsibilities but not limited to:

       (1) Correspondence     

       (2) Mail   

       (3) Morning Report        

       (4) Rosters

       (5) CMS/CMCC      

       (6) Directives Control Point

4.  FIELD 0121

    a. One of the misconceptions that many new 0121s have is that they do not think they will go to the field.  Field 0121s 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.

    b. The Personnel Clerk is a Marine with many talents.  As you have seen, 0121'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.

    c. 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 0121.  
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