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	DUTY RESPONSIBILITIES


1.0.  References:  Duty responsibilities are based upon local procedures developed through working interaction with the C/J3 and C/J2 staff.  Coordination is the key to maintaining operational guidance that meets the needs of the Combined Forces Commander.

2.0.  General:  Local policy dictates certain responsibilities to be carried out during each shift.  This is to ensure every CC Seoul member has access to, and is informed of, CC Seoul operations. 

3.0.  Procedures:
3.1.  Prior to each shift all personnel will accomplish the following:

3.1.1.  Review the green log book.  The Log Book will not be used as a medium for jokes, gripes or personal messages.

3.1.2.  Receive a shift change briefing at the designated time, using the “Shift Change Briefing” SOP.
3.1.3.  Ensure all previous shift duties are completed and the work area is neat and clean before assuming duty, or accept responsibility for any task(s) not completed.  If you accept responsibility, you must complete the task(s) not accomplished by the previous shift.
3.1.4.  Check the 607th Weather Cell (CC Seoul) organizational E-mail.

3.1.5.  Check your individual government E-mail.

3.1.6.  Check QA binder.

3.2.  During each shift all personnel will accomplish the following:

3.2.1.  Complete dayshift/nightshift tasks IAW the shift checklists (see attachments).  They are not all-inclusive checklists and therefore should be used as minimum guidance only.

3.2.2.  Complete all tasks IAW the “Duty Priorities” SOP.  This SOP assists in determining which tasks/duties have the highest priority.

3.2.3.  Maintain communication with the C3 Watch Officer and C2 Intelligence Officer.

3.2.3.1.  Keep them up-to-date on mission limiting weather. 
3.2.3.2.  Ask them to keep you up-to-date on all operations, missions, etc.

Attachments:

1.  CC Seoul Day Shift Duty Checklist
2.  CC Seoul Mid Shift Duty Checklist
3.  CP TANGO Day Shift Duty Checklist
4.  CP TANGO Night Shift Duty Checklist
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