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Included in this catalog members will find all of the available volunteer positions for both cadet and senior 

members. It lists the general outline of the position, time requirements and commitments. As you will see, 

some positions require more pre-conference preparation work, while others only consist of onsite duties. 

CPC does have positions for those that wish to help out remotely and not have an obligation to attend the 

conference directly. In addition, specialty assignments such as overnight duty officer, overnight support 

teams, data entry, etc exist. 

 

 

 

 

For inquiries or questions, please contact the Project Officer.  

1st Lt Jagger Osseck 

217-433-6932      Jagger.Osseck@cawg.cap.gov 
 

 

 

Positions Available  

 

mailto:Jagger.Osseck@cawg.cap.gov


Acronym Key:  

PO = Project Officer 

DPO = Deputy Project Officer for Operations 

DPS = Deputy Project Officer for Support 

C/CC = Cadet Commander 

C/CDO = Cadet Deputy Commander for Operations 

C/CDS - Cadet Deputy Commander for Support 

OIC = Office in Charge 

DOIC = Deputy Officer in Charge / Assistant  
🚩 = This position description is for a group of people. Multiple people are needed for this position. 
 

Position Description / Duties Reports To:  Open to Cadet 
or Senior? 

Commitment 

Recon OIC Duties of Recon consists of general support staff 
functions, crowd and accountability control of attendees, 
seminar aides and general setup/tear down. The OIC is in 
charge of the department and works to plan, manage and 
execute various taskings as directed. 

Cadet: C/CDS 
Senior: DPS 

Both Standard commitment 
on pre-conference 
planning, November-
February.  
 
Estimated 1-2 Hours 
Per Week Necessary. 
 
Onsite will work 
standard shift times. 
No overnight work 
permitted. 

Recon DOIC Duties of Recon consists of general support staff 
functions, crowd and accountability control of attendees, 
seminar aides and general setup/tear down. The Deputy 
OIC helps the OIC in managing and directing team 
members executing various taskings, and fulfills the OIC 
duties when they are absent.  

Department OIC Both Standard commitment 
on pre-conference 
planning, November-
February.  
 
Estimated 1-2 Hours 
Per Week Necessary. 
 
Onsite will work 
standard shift times. 
No overnight work 
permitted. 

Recon Operations Officer/NCO Duties of Recon consists of general support staff 
functions, crowd and accountability control of attendees, 
seminar aides and general setup/tear down. The Recon 

Department OIC Either-Or No pre-conference 
planning is necessary. 
 



Operations Officer will specifically be dedicated to 
managing accountability of all team members. They will 
act as a liaison between the OIC and the staff, and 
troubleshoot problems for the department as they occur. 
In addition, they will primarily handle the roster reporting 
so the OIC can remain available for more pressing 
matters, acting as a liaison with the Seminar Coordinator.  

Onsite will work 
standard shift times.  
No overnight work 
permitted. 

Recon Supervisor 🚩 Duties of Recon consists of general support staff 
functions, crowd and accountability control of attendees, 
seminar aides and general setup/tear down. The Recon 
Supervisor is a member responsible for overseeing 
groups of recon team members and/or supervising 
specific tasks. This person will work directly with the 
Recon OIC to ensure team members are accounted for, 
properly supervised and completing tasks correctly.  

Department OIC Cadet Standard commitment 
on pre-conference 
planning, November-
February. Additional 
assistance 
coordinating assets will 
be required.  
 
Estimated 1-2 Hours 
Per Week Necessary. 

Recon Team Member 🚩 Duties of Recon consists of general support staff 
functions, crowd and accountability control of attendees, 
seminar aides and general setup/tear down. The Team 
Member participates in completing tasks assigned by their 
OIC to ensure the successful outcome of the conference. 

Department OIC Both No pre-conference 
planning is necessary. 
 
Onsite will work 
standard shift times.  
No overnight work 
permitted. 

Logistics OIC Duties of Logistics focuses on resource needs. From 
towing/transporting portable toilets, generators, tables and 
chairs -- transporting equipment from the CPC storage 
facility, to setting up and tearing down different events 
within the conference. Other duties consists of taking 
possession and responsibility of corporate assets and 
tracking their movement at the event. This is a fast paced 
department that is always busy doing something. The OIC 
is in charge of the department and works to plan, manage 
and execute various taskings as directed. 

Cadet: C/CDS 
Senior: DPS 

Both Standard commitment 
on pre-conference 
planning, November-
February. Additional 
assistance 
coordinating assets will 
be required.  
 
Estimated 1-2 Hours 
Per Week Necessary. 
 
Onsite will work 
standard shift times. 
No overnight work 
permitted. 

Logistics DOIC Duties of Logistics focuses on resource needs. From Department OIC Both Standard commitment 



towing/transporting portable toilets, generators, tables and 
chairs -- transporting equipment from the CPC storage 
facility, to setting up and tearing down different events 
within the conference. Other duties consists of taking 
possession and responsibility of corporate assets and 
tracking their movement at the event. This is a fast paced 
department that is always busy doing something. The 
Deputy OIC helps the OIC in managing and directing 
team members executing various taskings, and fulfills the 
OIC duties when they are absent.  

on pre-conference 
planning, November-
February.  
 
Estimated 1-2 Hours 
Per Week Necessary. 
 
Onsite will work 
standard shift times. 
No overnight work 
permitted. 

Logistics Team Member 🚩 Duties of Logistics focuses on resource needs. From 
towing/transporting portable toilets, generators, tables and 
chairs -- transporting equipment from the CPC storage 
facility, to setting up and tearing down different events 
within the conference. Other duties consists of taking 
possession and responsibility of corporate assets and 
tracking their movement at the event. This is a fast paced 
department that is always busy doing something. The 
Team Member participates in completing tasks assigned 
by their OIC to ensure the successful outcome of the 
conference.  
 

Department OIC Both No pre-conference 
planning is necessary. 
 
Onsite will work 
standard shift times.  
No overnight work 
permitted. 

Transportation OIC Duties of Transportation focuses on moving of people and 
supplies around the conference. Drivers use corporate 
vans and trucks to move cadets throughout the base to 
their various classes, acting as a shuttle. This service is 
very important, as the schedule is very tight. It also serves 
as an accountability and supervision measure for cadets. 
Additional duties may consist of supervision of assigned 
cantonment areas as assigned. Members should be 
prepared to be stationary for long periods of time. The 
OIC serves as the primary coordinator and manager of 
the department. They work with the Wing Director of 
Transportation to facilitate COV use at the activity. They 
create the schedule, manage transportation taskings and 
ensure the department is running effectively.  

Senior: DPO Senior Standard commitment 
on pre-conference 
planning, November-
February. Additional 
assistance 
coordinating assets will 
be required.  
 
Estimated 1-2 Hours 
Per Week Necessary. 
 
Onsite will work 
standard shift times. 
No overnight work 
permitted. 

Transportation DOIC Duties of Transportation focuses on moving of people and 
supplies around the conference. Drivers use corporate 
vans and trucks to move cadets throughout the base to 

Department OIC Senior Standard commitment 
on pre-conference 
planning, November-



their various classes, acting as a shuttle. This service is 
very important, as the schedule is very tight. It also serves 
as an accountability and supervision measure for cadets. 
Additional duties may consist of supervision of assigned 
cantonment areas as assigned. Members should be 
prepared to be stationary for long periods of time. The 
Deputy OIC helps the OIC in managing and directing 
team members executing various taskings, and fulfills the 
OIC duties when they are absent.  

February.  
 
Estimated 1-2 Hours 
Per Week Necessary. 
 
Onsite will work 
standard shift times. 
No overnight work 
permitted. 

Transportation Team Member 🚩 Duties of Transportation focuses on moving of people and 
supplies around the conference. Drivers use corporate 
vans and trucks to move cadets throughout the base to 
their various classes, acting as a shuttle. This service is 
very important, as the schedule is very tight. It also serves 
as an accountability and supervision measure for cadets. 
Additional duties may consist of supervision of assigned 
cantonment areas as assigned. Members should be 
prepared to be stationary for long periods of time. Team 
Members participate directly in the driving of corporate 
vehicles each day to support the mission of CPC.  

Department OIC Senior No pre-conference 
planning is necessary. 
 
Onsite will work 
standard shift times.  
No overnight work 
permitted. 
 
Drivers are expected to 
perform their duty 
during all hours of their 
shift which may consist 
of early morning and/or 
late evening hours. 
Duty hours may be 12-
15 hours a day. All are 
expected to work full 
time, unless an 
alternative agreement 
in writing has been 
made by the OIC. 

Administration OIC Duties of the Administration Department consist of event 
registration, financial management (reimbursements), pre-
event and post-event reporting and compiling of 
information, general event office support such as printing 
and sorting of fliers and materials, accountability lists, 
scholarship/refund management, banquet registration 
tracking, and other duties as assigned. The OIC is in 
charge of this department and leads the team to ensure 
tasks are completed on time and accurately.  

Cadet: C/CDO 
Senior: DPO 

Both Heavy commitment on 
pre-conference 
planning, November-
February.  
 
Estimated 3 - 5 Hours 
Per Week Necessary. 
 
Onsite will work 
standard shift times. 
No overnight work 
permitted.  



Administration DOIC Duties of the Administration Department consist of event 
registration, financial management (reimbursements), pre-
event and post-event reporting and compiling of 
information, general event office support such as printing 
and sorting of fliers and materials, accountability lists, 
scholarship/refund management, banquet registration 
tracking, and other duties as assigned. The Administration 
Deputy OIC helps the OIC in managing and directing 
team members executing various taskings, and fulfills the 
OIC duties when they are absent. They primarily serve as 
the lead assistant to the Admin OIC fulfilling additional 
duties and tasks as needed.  

Department OIC Both Heavy commitment on 
pre-conference 
planning, November-
February.  
 
Estimated 3 - 5 Hours 
Per Week Necessary. 
 
Onsite will work 
standard shift times. 
No overnight work 
permitted.  

Administration Team Member 🚩 Duties of the Administration Department consist of event 
registration, financial management (reimbursements), pre-
event and post-event reporting and compiling of 
information, general event office support such as printing 
and sorting of fliers and materials, accountability lists, 
scholarship/refund management, banquet registration 
tracking, and other duties as assigned. Team Member 
participates in completing tasks assigned by their OIC to 
ensure the successful outcome of the conference.  

Department OIC Both Standard commitment 
on pre-conference 
planning, November-
February.  
 
Estimated 1-2 Hours 
Per Week Necessary. 
 
Onsite will work 
standard shift times. 
No overnight work 
permitted. 

Public Information Officer Duties of the Public Information Officer consists of 
coordinating/managing news coverage of the event, 
answering media or external organization questions, 
community outreach assistance to support the education 
fair, organizing any special guest appearances, and 
ensuring social media is used appropriately.  

PO Senior Standard commitment 
on pre-conference 
planning, November-
February.  
 
Estimated 1-2 Hours 
Per Week Necessary. 
 
Onsite will work 
standard shift times. 
No overnight work 
permitted. 

Special Guest Coordinator  Duties of the Special Guest Coordinator consists of 
coordinating and caring for any special guests the 
conference may receive. When military dignitaries are 
present, this person (or team) acts as the designated 
“aide de camp,” and facilitates any travel arrangements, 

PIO  Standard commitment 
on pre-conference 
planning, November-
February. Job may 
require coordination 



lodging and onsite transportation that may be needed. 
This person also works with both the PIO and Education 
Fair Coordinator to workout any base paperwork needed 
and/or SM escorts for non-member exhibitors.  

before the event.  
 
Estimated 1-2 Hours 
Per Week Necessary. 
 
Onsite will work 
standard shift times. 
No overnight work 
permitted. 

Public Affairs OIC Duties of the Public Affairs Department consists of all 
photo and video (media) documentation and products. 
Ultimately the department is responsible for the final 
media product for CPC. A final product such as a video or 
photo album is highly desired. The OIC is in charge of this 
department and leads the team to ensure tasks are 
completed on time and accurately. They also are 
responsible for pre-approving the final finished product 
before it is submitted to the PIO for release.  

Cadet: C/CDS 
Senior: DPS 

Both No pre-conference 
planning is necessary. 
 
Onsite will work 
standard shift times.  
No overnight work 
permitted. 

Public Affairs Team Member 🚩 Duties of the Public Affairs Department consists of all 
photo and video (media) documentation and products. 
Ultimately the department is responsible for the final 
media product for CPC. A final product such as a video or 
photo album is highly desired. Team Members consist of 
members with the desire to take photos and videos using 
CAP owned equipment. Though not required, members 
with video making or photography experience is desired.  

Department OIC Both No pre-conference 
planning is necessary. 
 
Onsite will work 
standard shift times.  
No overnight work 
permitted. 

General Assemblies OIC Duties of the General Assemblies (GA) Department 
consists of acting as the Production Staff for the Saturday 
and Sunday morning show/presentation put on in Perlee 
Theatre. The goal of GA is to put on an entertaining, but 
educational presentation representing various aspects of 
what Civil Air Patrol has to offer. Often times, these are 
crafted in a way that is fun and engaging. Special 
emphasis should be placed on providing professional and 
informative material to the audience. The GA OIC is the 
Director/Producer of the show. They work directly with the 
AV OIC and the GA Team to script, design and put on a 
quality show. 

Cadet: C/CDO 
Senior: DPO 

Both Heavy commitment on 
pre-conference 
planning, November-
February.  
 
Estimated 3 - 5 Hours 
Per Week Necessary. 
 
Onsite will work 
standard shift times. 
No overnight work 
permitted.  

General Assemblies Master of 
Ceremonies (DOIC) 🚩 

Duties of the General Assemblies (GA) Department 
consists of acting as the Production Staff for the Saturday 

 Cadet Heavy commitment on 
pre-conference 



and Sunday morning show/presentation put on in Perlee 
Theatre. The goal of GA is to put on an entertaining, but 
educational presentation representing various aspects of 
what Civil Air Patrol has to offer. Often times, these are 
crafted in a way that is fun and engaging. Special 
emphasis should be placed on providing professional and 
informative material to the audience. The Master of 
Ceremonies for General Assemblies is an individual (or 
pair of individuals) that hosts and leads the shows in-
between performances. They engage the audience and 
help reinforce the goals of GA. This individual or pair also 
acts as the Deputy OIC, assisting in creating and fine 
tuning material and ideas.  

planning, November-
February.  
 
Estimated 3 - 5 Hours 
Per Week Necessary. 
 
Onsite will work 
standard shift times. 
No overnight work 
permitted.  

General Assemblies Team Member 🚩 Duties of the General Assemblies (GA) Department 
consists of acting as the Production Staff for the Saturday 
and Sunday morning show/presentation put on in Perlee 
Theatre. The goal of GA is to put on an entertaining, but 
educational presentation representing various aspects of 
what Civil Air Patrol has to offer. Often times, these are 
crafted in a way that is fun and engaging. Special 
emphasis should be placed on providing professional and 
informative material to the audience. GA Team Members 
are the writers, stagehands, aides, prop makers, etc that 
make the show successful.  

Department OIC Both Heavy commitment on 
pre-conference 
planning, November-
February.  
 
Estimated 3 - 5 Hours 
Per Week Necessary. 
 
Onsite will work 
standard shift times. 
No overnight work 
permitted. 

Audio-Visual OIC Duties of the Audiovisual Department (A/V) consists of 
handling the Saturday and Sunday morning General 
Assemblies lighting, sound and special effects work. This 
team also assists in lighting/sound capabilities for the 
banquet and activities fair. The A/V OIC is the person in 
charge of planning and executing the A/V plan for CPC. 
They work in coordination with the GA OIC to understand 
and adapt to their production vision, while communicating 
to their team an actionable plan. Coordination prior to 
CPC is necessary with the GA staff.  

Cadet: C/CDO 
Senior: DPO 

Both Moderate commitment 
on pre-conference 
planning, November-
February.  
 
Estimated 2-3 Hours 
Per Week Necessary. 
 
Onsite will work 
standard shift times. 
Some late night/after 
hours work is needed 
for the senior member 
only.. 

Audio Visual Team Member 🚩 Duties of the Audiovisual Department (A/V) consists of 
handling the Saturday and Sunday morning General 

Department OIC Both No pre-conference 
planning is necessary. 



Assemblies lighting, sound and special effects work. This 
team also assists in lighting/sound capabilities for the 
banquet and activities fair. The A/V Team Member 
participates in completing tasks assigned by their OIC to 
ensure the successful outcome of the conference.  

 
Onsite will work 
standard shift times.  
No overnight work 
permitted. 

Food Support OIC Duties of the Food Support Department consists of 
providing direct coordination and support to the catering 
company providing meals during CPC weekend. This 
entails ensuring the lead catering manager is aware of 
serving times, trash control, public area/facility sanitation, 
assistance with serving CPC-sponsored ancillary items 
such as cereal, chips and beverages, setting up the 
coffee station, putting any boxed lunches together for 
remote staff, managing water stations throughout the 
weekend, managing/directing participants within the 
dining facility and anything else directly related to food 
support (without actually cooking). 

Cadet: C/CDS 
Senior: DPS 

Either-Or Standard commitment 
on pre-conference 
planning, November-
February.  
 
Estimated 1-2 Hours 
Per Week Necessary.  
 
Onsite will work 
standard shift times. 
No overnight work 
permitted.  

Food Support Team Member 🚩 Duties of the Food Support Department consists of 
providing direct coordination and support to the catering 
company providing meals during CPC weekend. This 
entails ensuring the lead catering manager is aware of 
serving times, trash control, public area/facility sanitation, 
assistance with serving CPC-sponsored ancillary items 
such as cereal, chips and beverages, setting up the 
coffee station, putting any boxed lunches together for 
remote staff, managing water stations throughout the 
weekend, managing/directing participants within the 
dining facility and anything else directly related to food 
support (without actually cooking). The Food Support 
Team Members participates in completing tasks assigned 
by their OIC to ensure the successful outcome of the 
conference. This includes running stations, sanitation, 
crowd management, and other duties as necessary. 

Department OIC Both No pre-conference 
planning is necessary. 
 
Onsite will work 
standard shift times.  
No overnight work 
permitted. 

Health Services OIC Duties of the Health Services Department consists of 
managing the health and well being of attendees. 
Assisting in medical reviews upon in-processing, health 
and safety supervision and assistance onsite are all part 
of the standard duties. The Health Services OIC serves 
as the officer in charge of the team. They manage the 
location of team members and ensure team effectiveness.  

DPS Senior No pre-conference 
planning is necessary. 
 
Onsite will work 
standard shift times.  
No overnight work 
permitted. 



Health Services Team Member 🚩 Duties of the Health Services Department consists of 
managing the health and well being of attendees. 
Assisting in medical reviews upon in-processing, health 
and safety supervision and assistance onsite are all part 
of the standard duties. Health Services Team Members 
consist of qualified HSO members that volunteer to 
provide health assistance during the conference.  

Department OIC Senior No pre-conference 
planning is necessary. 
 
Onsite will work 
standard shift times.  
No overnight work 
permitted. 

Information Technology Coordinator Duties of the Information Technology Coordinator consists 
of managing all IT related assets and support for the 
conference. Primarily this function assists in check-in 
computer/printer network setup on Friday, and assistance 
in computer-projector setup and troubleshooting during 
seminars.  

Cadet: C/CDS 
Senior: DPS 

Both No pre-conference 
planning is necessary. 
 
Onsite will work 
standard shift times.  
No overnight work 
permitted. 

Safety OIC Duties of the Safety Department consists of managing the 
overall safety and well-being of attendees at the 
conference. Assisting in supervision, risk management 
and avoidance/mitigation, in addition to education and 
briefings are all part of the assignment. The Safety OIC is 
the member responsible for the safety and compliance of 
safety related regulations. They lead and manage the 
team of assistant safety officers onsite.  

Cadet: C/CC 
Senior: PO 

Both Standard commitment 
on pre-conference 
planning, November-
February.  
 
Estimated 1-2 Hours 
Per Week Necessary.  
 
Onsite will work 
standard shift times. 
No overnight work 
permitted.  

Safety Team Member 🚩 Duties of the Safety Department consists of managing the 
overall safety and well-being of attendees at the 
conference. Assisting in supervision, risk management 
and avoidance/mitigation, in addition to education and 
briefings are all part of the assignment. The Safety Team 
Member is an assistant safety officer responsible for 
supervising and ensuring safe event operations under the 
direction of their OIC.  

Department OIC Both No pre-conference 
planning is necessary. 
 
Onsite will work 
standard shift times.  
No overnight work 
permitted. 

Legal Officer The CPC Legal Officer is a qualified Civil Air Patrol legal 
officer that is assigned by the Project Officer to his staff 
for legal counsel related to the conference. This member 
although not used often, is a valuable member of the 
team that helps work thru ideas and regulatory questions.   

PO Senior Flexible commitment. 
May work remotely.  
 
Must be available 
during pre-planning for 
legal questions from 



time to time.  

Communications OIC The Communications Officer is responsible for setting up 
and managing all communication onsite. This includes 
manning Civil Air Patrol radios, the emergency and 
nonemergency direct phone line, relaying information and 
assisting in communication accountability.  

Cadet: C/CDS 
Senior: DPS 

Either-Or Standard commitment 
on pre-conference 
planning, November-
February.  
 
Estimated 1-2 Hours 
Per Week Necessary.  
 
Onsite will work 
standard shift times. 
No overnight work 
permitted.  

Overnight Duty Officer The overnight duty officer is responsible for relieving the 
primary staff for the night. They are required to be on duty 
at 9pm for a one hour transition period. At 10pm they 
assume all responsibilities.  This individual is the acting 
officer in charge during the nighttime hours. They ensure 
late/urgent telephone calls are answered, after hour 
arrivals are properly checked in and transported to their 
sleeping quarters, all overnight setup and tasks are 
completed and manage any situations that arise while the 
command staff are sleeping. The lead duty officer must 
have at least a senior rating in Cadet Programs. This 
individual is eligible to attend CPC at a reduced cost -- 
inquire for more information. 
 
No prior event planning is necessary. This position is 
hired on with the full understanding and expectation that 
they will be awake and functioning in their position during 
the hours listed, regardless of workload. This individual is 
eligible to attend CPC at a reduced cost -- inquire for 
more information. 

PO Senior Duty is from 9pm to 
7am Sat, Sun and Mon 
morning. 
 
Mandatory off-duty rest 
time from 7am until 
4pm will be observed. 
An uninterrupted room 
for Monday rest will be 
provided by CPC. For 
safety, driving will not 
be permitted Monday 
until appropriate sleep 
has been achieved. 

Overnight Team Member 🚩 The overnight team is responsible for relieving the primary 
staff for the night and will continue with event 
setup/operations. They are required to be on duty at 9pm 
for a one hour transition period. At 10pm they assume all 
responsibilities.  Team members will primarily help with in-
processing, transporting of cadets and working directly 
with the Audio-Visual and General Assemblies Senior 
Member to help setup the theatre for the following 

Supervisor Senior Duty is from 9pm to 
4am - Fri and Sat. 
Sunday duty ends at 
12am.  
 
Mandatory off-duty rest 
time from 4am to 1pm 
will be observed. 



morning presentation. Team members may be split up 
and used in different areas as assigned by the Duty 
Officer. These individuals are eligible to attend CPC at a 
reduced cost -- inquire for more information. 
 
No prior event planning is necessary. This position is 
hired on with the full understanding and expectation that 
they will be awake and functioning in their position during 
the hours listed, regardless of workload. These individuals 
are eligible to attend CPC at a reduced cost -- inquire for 
more information. 

Monday morning 
mandatory off-duty rest 
time from 12am until 
9am (Mon) will be 
observed and strictly 
enforced. 

Banquet Coordinator The banquet team is responsible for the vision, planning, 
setup, execution and tear down of the cadet banquet. The 
team designs and creates the decorations, the schedule 
of events, coordinates catering and desserts, activities 
and entertainment, guest speaker, and coordinates any 
dignitaries at the banquet. They work with other 
departments to share resources and personnel when 
needed. The Lead Banquet Coordinator is directly 
responsible for the success and outcome of the event. 
They lead the team and the vision and ensure all planning 
and execution elements are in place. This person works 
with the PO and C/CC for planning and approval 
elements.  

Cadet: C/CDO 
Senior: DPO 

Both Heavy commitment on 
pre-conference 
planning, November-
February.  
 
Estimated 3 - 5 Hours 
Per Week Necessary. 
 
Onsite will work 
standard shift times. 
No overnight work 
permitted.  

Assistant Banquet Coordinator The banquet team is responsible for the vision, planning, 
setup, execution and tear down of the cadet banquet. The 
team designs and creates the decorations, the schedule 
of events, coordinates catering and desserts, activities 
and entertainment, guest speaker, and coordinates any 
dignitaries at the banquet. They work with other 
departments to share resources and personnel when 
needed. The Assistant Banquet Coordinator helps the 
Lead Coordinator in managing and directing team 
members executing various taskings, and fulfills the Lead 
Coordinator duties when they are absent.  

Lead Coordinator Both Heavy commitment on 
pre-conference 
planning, November-
February.  
 
Estimated 3 - 5 Hours 
Per Week Necessary. 
 
Onsite will work 
standard shift times. 
No overnight work 
permitted.  

Assistant Banquet Coordinator for 
Protocol 

The banquet team is responsible for the vision, planning, 
setup, execution and tear down of the cadet banquet. The 
team designs and creates the decorations, the schedule 
of events, coordinates catering and desserts, activities 
and entertainment, guest speaker, and coordinates any 

Lead Coordinator Either-Or Standard commitment 
on pre-conference 
planning, November-
February.  
 



dignitaries at the banquet. They work with other 
departments to share resources and personnel when 
needed. Assistant Banquet Coordinator for Protocol is a 
member of the banquet team who is directly responsible 
for the banquet schedule and protocol compliance. This 
person ensures all military customs and courtesies, color 
guard/honor guard, POW/MIA traditions, flags, dignitary 
seating protocols etc are followed. When not directly 
engaged in protocol coordinating, this person assists the 
Lead Coordinator in a liaison capacity with other 
departments to help manage resources and operational 
suspense times.  

Estimated 1-2 Hours 
Per Week Necessary.  
 
Onsite will work 
standard shift times. 
No overnight work 
permitted.  

Banquet Master of Ceremonies  The banquet team is responsible for the vision, planning, 
setup, execution and tear down of the cadet banquet. The 
team designs and creates the decorations, the schedule 
of events, coordinates catering and desserts, activities 
and entertainment, guest speaker, and coordinates any 
dignitaries at the banquet. They work with other 
departments to share resources and personnel when 
needed. The Banquet Master of Ceremonies is a member 
of the Banquet Team that hosts the banquet. They 
introduce guests, announce award recipients and dismiss 
tables for dinner. When not performing MC duties, they 
work alongside the other banquet team members helping 
with general duties.  

Lead Coordinator Either-Or Standard commitment 
on pre-conference 
planning, November-
February.  
 
Estimated 1-2 Hours 
Per Week Necessary.  
 
Onsite will work 
standard shift times. 
No overnight work 
permitted.  

Banquet Team Member 🚩 The banquet team is responsible for the vision, planning, 
setup, execution and tear down of the cadet banquet. The 
team designs and creates the decorations, the schedule 
of events, coordinates catering and desserts, activities 
and entertainment, guest speaker, and coordinates any 
dignitaries at the banquet. They work with other 
departments to share resources and personnel when 
needed. Banquet Team Members participates in 
completing tasks assigned by the lead coordinator to 
ensure the successful outcome of the banquet. Duties can 
include planning, decoration design, setup and teardown.  

Lead Coordinator Both Standard commitment 
on pre-conference 
planning, November-
February.  
 
Estimated 1-2 Hours 
Per Week Necessary.  
 
Onsite will work 
standard shift times. 
No overnight work 
permitted.  

Lead Seminar-Registration 
Coordinator 

The Seminar-Registration team is responsible for 
coordinating conference seminars, setting up the 
registration system, quality-control/checking registrations 
as they happen, schedule interruptions and changes as 

Cadet: C/CDO 
Senior: DPO 

Either-Or Heavy commitment on 
pre-conference 
planning, November-
February.  



they occur, accountability rosters for classes and sleeping 
areas, and handling event check in. Since taking 
registration for classes online in 2014, this role is vital 
during the pre-CPC time frame of November-February, as 
this team manages over 100 seminars offered, and 
processes over 500 registration requests. The team 
needs to be comfortable with learning computer programs 
used by the department. The Lead Seminar-Registration 
Coordinator is the Project Manager for the department, 
ensuring that all tasks are completed on-time and assists 
in quality control measures. In addition, they act as the on 
site check-in coordinator (unless delegated) and problem 
solver.  
 
This job may be done remotely. If you are interested 
in assisting remotely with/without attending the 
conference, please inquire.  

 
Estimated 5 - 7 Hours 
Per Week Necessary. 
 
Onsite will work 
standard shift times. 
No overnight work 
permitted. 
 
This job may be done 
remotely. The bulk of 
the work is done 
before the 
conference. 
Volunteering to help 
from home will be 
considered.   

Assistant Seminar Coordinator 🚩 The Seminar-Registration team is responsible for 
coordinating conference seminars, setting up the 
registration system, quality-control/checking registrations 
as they happen, schedule interruptions and changes as 
they occur, accountability rosters for classes and sleeping 
areas, and handling event check in. Since taking 
registration for classes online in 2014, this role is vital 
during the pre-CPC time frame of November-February, as 
this team manages over 100 seminars offered, and 
processes over 500 registration requests. The team 
needs to be comfortable with learning computer programs 
used by the department. The Assistant Seminar 
Coordinator is directly responsible for handling all aspects 
of seminar management. This person approves/declines 
requests, manages the matrix schedule and classroom 
assignment, receives materials and class outlines for 
quality control, and inputs data into the online catalog.  
 
This job may be done remotely. If you are interested 
in assisting remotely with/without attending the 
conference, please inquire.  

Lead Coordinator Either-Or Heavy commitment on 
pre-conference 
planning, November-
February.  
 
Estimated 5 - 7 Hours 
Per Week Necessary. 
 
Onsite will work 
standard shift times. 
No overnight work 
permitted. 
 
This job may be done 
remotely. The bulk of 
the work is done 
before the 
conference. 
Volunteering to help 
from home will be 
considered.   

Assistant Registration Coordinator 🚩 The Seminar-Registration team is responsible for 
coordinating conference seminars, setting up the 
registration system, quality-control/checking registrations 
as they happen, schedule interruptions and changes as 

Lead Coordinator Either-Or Heavy commitment on 
pre-conference 
planning, November-
February.  



they occur, accountability rosters for classes and sleeping 
areas, and handling event check in. Since taking 
registration for classes online in 2014, this role is vital 
during the pre-CPC time frame of November-February, as 
this team manages over 100 seminars offered, and 
processes over 500 registration requests. The team 
needs to be comfortable with learning computer programs 
used by the department. The Assistant Registration 
Coordinator is directly responsible for handling all aspects 
of registration management. This person inputs the 
classes and descriptions into the online registration 
system and manages the registrations as they come 
through. There is a large quality control aspect, checking 
each registration for accuracy and ensuring cadets and 
seniors do not double book or select incorrect classes. 
This person also makes change requests from members 
as deemed appropriate.  
 
This job may be done remotely. If you are interested 
in assisting remotely with/without attending the 
conference, please inquire.  

 
Estimated 5 - 7 Hours 
Per Week Necessary. 
 
Onsite will work 
standard shift times. 
No overnight work 
permitted. 
 
This job may be done 
remotely. The bulk of 
the work is done 
before the 
conference. 
Volunteering to help 
from home will be 
considered.   

Cadet Fair Coordinator The Cadet Fair is the entertainment side of the CPC 
Activities Fair. This encompasses various games, snacks 
and the Saturday night cookout. The Cadet Fair 
Coordinator works to coordinate and setup the fair, 
provide entertainment and various fun events, provide 
and staff the snack area, coordinate food services, ensure 
all logistical items are handled, police the area for trash 
and decorum/behavior and coordinate all staff dedicated 
to the venue. This member also works directly with the 
Education Fair Coordinator who shares the same space 
to coordinate facility and resource sharing.  

Cadet: C/CDO 
Senior: DPO 

Both Heavy commitment on 
pre-conference 
planning, November-
February.  
 
Estimated 2 - 3 Hours 
Per Week Necessary. 
 
Onsite will work 
standard shift times. 
No overnight work 
permitted. 

Cadet Fair Assistant Coordinator The Cadet Fair is the entertainment side of the CPC 
Activities Fair. This encompasses various games, snacks 
and the Saturday night cookout. The Cadet Fair Assistant 
Coordinator assists the Lead Coordinator with various 
tasks and duties as needed.  

Lead Coordinator   

Education Fair Coordinator The Education Fair is the career/education side of the 
Activities Fair. This encompasses a booth style fair with 
CAP and Non-CAP presenters. Booths include but are not 

Cadet: C/CDO 
Senior: DPO 

Both Heavy commitment on 
pre-conference 
planning, November-



limited to CAP activities, college recruiters, military 
recruiters, job fair booths from corporations and 
businesses, members who have experience in specialty 
areas etc. The Education Fair Coordinator is responsible 
for all coordination, invitations and outreach to schedule 
booth hosts. This person must be excellent and 
communication and be willing to scout out/recruit outside 
organizations and/or members. This member also works 
directly with the Cadet Fair Coordinator who shares the 
same space to coordinate facility and resource sharing.  

February.  
 
Estimated 2 - 3 Hours 
Per Week Necessary. 
 
Onsite will work 
standard shift times. 
No overnight work 
permitted. 

Education Fair Assistant Coordinator The Education Fair is the career/education side of the 
Activities Fair. This encompasses a booth style fair with 
CAP and Non-CAP presenters. Booths include but are not 
limited to CAP activities, college recruiters, military 
recruiters, job fair booths from corporations and 
businesses, members who have experience in specialty 
areas etc. The Education Fair Assistant Coordinator 
assists the Lead Coordinator with various tasks and 
duties as needed.  

Lead Coordinator   

Mission Support Officer The Mission Support Officer is responsible for assisting 
the Seminar Coordination Team at the CPC Help Desk on 
Saturday and Sunday, as well as managing the CPC 
Snack Shack in between seminar blocks. 

Cadet: C/CDS 
Senior: Seminar 
Coordinator 

Cadet Standard commitment 
on pre-conference 
planning, November-
February. 
 
Estimated 1-2 Hours 
Per Week Necessary 
 
Onsite will work 
standard shift times. 
No overnight work 
permitted. 

Alpine Tower Coordinator The Alpine Tower is a large rappelling tower located on 
Camp San Luis Obispo. This activity provides cadets a 
fun and safe atmosphere to test their agility and critical 
thinking skills to complete the obstacle. The Alpine Tower 
Coordinator acts as the Project Officer for this activity, 
ensuring all High Adventure and Form 29/ORM 
paperwork is completed, and manages the activity onsite.  

Senior: DPO Senior Standard commitment 
on pre-conference 
planning, November-
February.  
 
Estimated 1-2 Hours 
Per Week Necessary.  
 
Onsite will work 
standard shift times. 



No overnight work 
permitted.  

NRA Project Officer The NRA Project Officer is the coordinator/officer-in-
charge for the National Rifle Association courses held at 
CPC. This event is considered to be a stand alone event -
- paperwork and responsibility being handled separately 
from CPC, though they share facilities. This individual is 
responsible for all aspects of the CPC NRA Rifle 
instruction. Responsible for all activities and personnel on 
the range and involved in rifle instruction, in accordance 
with the NRA and CSLO Ranges & Training SOP. 
 

Senior: CPC PO Senior Strong commitment on 
pre-conference 
planning, November-
February.  
 
Estimated 2 - 3 Hours 
Per Week Necessary. 
 
Onsite will work 
standard shift times. 
No overnight work 
permitted. 

NRA Safety OIC The NRA Safety Officer is assigned and managed thru 
NRA, and is not considered a member of CPC staff until 
NRA has been completed. This individual will be a 
certified NRA RSO and will assist the OIC in maintaining 
and enforcing range safety standards. The RSO is 
primarily responsible for overall safety on the range and 
will provide the range safety briefing to all personnel on 
the range. 
 

Senior: NRA PO Senior No pre-conference 
planning is necessary. 
 
Onsite will work 
standard shift times.  
No overnight work 
permitted. 

NRA Health Services OIC The NRA Health Services Officer is assigned and 
managed thru NRA, and is not considered a member of 
CPC staff until NRA has been completed. This individual 
is dedicated to the NRA range and classroom 
components and is responsible for the safety and health 
of all involved.  

Senior: NRA PO Senior No pre-conference 
planning is necessary. 
 
Onsite will work 
standard shift times.  
No overnight work 
permitted. 

NRA Classroom Instructor 🚩 Certified NRA Instructor assigned by the OIC to give 
classroom instruction of the NRA first-steps rifle course 
 

Senior: NRA PO Both No pre-conference 
planning is necessary. 
 
Onsite will work 
standard shift times.  
No overnight work 
permitted. 

NRA Lead Range Instructor Certified NRA Instructor assigned by the OIC to give 
commands of fire, monitor instructors/line-assistants 

Senior: NRA PO Senior No pre-conference 
planning is necessary. 



during courses of fire and assist instructors/line-assistants 
as necessary. 
 

 
Onsite will work 
standard shift times.  
No overnight work 
permitted. 

NRA Instructor🚩 Certified NRA, Military/DOD, and Law Enforcement 
Instructor to teach students the basic knowledge, skills, 
and attitude necessary for the safe and proficient use of 
rifles on the range during live fire. Assist the Lead 
Classroom Instructor in classroom instruction as 
necessary. 
 

Senior: NRA PO Senior No pre-conference 
planning is necessary. 
 
Onsite will work 
standard shift times.  
No overnight work 
permitted. 

NRA Line-Assistant 🚩 Cadet/Senior 18yrs or older with documentable advanced 
rifle training, knowledge, and experience to teach 
students the basic knowledge, skills, and attitude 
necessary for the safe and proficient use of rifles while 
under the supervision of an Instructor. Review/acceptance 
of qualifications and applicant made at the discretion of 
the OIC. 
 

Senior: NRA PO 
Cadet: NRA PO 

Both No pre-conference 
planning is necessary. 
 
Onsite will work 
standard shift times.  
No overnight work 
permitted. 

NRA Munitions Control Cadet Officer/NCO 18yrs or older with basic firearms 
training/knowledge to maintain a count, control, and 
distribution of firearms and ammunition. 
 

Cadet: NRA PO 
 

Cadet No pre-conference 
planning is necessary. 
 
Onsite will work 
standard shift times.  
No overnight work 
permitted. 

NRA Gate/Road Guard Prevent unauthorized access to the range, with the 
exception of Base Range Control Staff, during all times of 
live fire. 
 

Senior: NRA PO 
Cadet: NRA PO 

Both No pre-conference 
planning is necessary. 
 
Onsite will work 
standard shift times.  
No overnight work 
permitted. 

 

 


