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11 August 2005

MEMORANDUM FOR Commander, HSC, Battalion (Airborne)
SUBJECT:  First Sergeant Duties and Responsibilities

1.  This memorandum provides specific guidance as to the normal duties of the top NCO in the company.

2.  As the First Sergeant you are the most important member of your staff.  Although not officially recognized as part of the chain of command, as the Command Sergeant Major, I am a vital member of the command team.

3.  The relationship that you have with your commander is key to a productive command climate.  You are the link to the NCO channel of communication, and you are in personal contact with the Soldiers.  Your charge is to know the heart beat of the unit, so that you may provide an excellent source of feedback to your commander as to the morale climate of the company.

4.  Below are some of the First Sergeant specific duties that are important to the success of the unit. This list is not conclusive:


a. Personnel Management


(1) Brief your commander on all enlisted personnel actions, and make recommendations as appropriate.



(2) Review all Noncommissioned Officer Evaluation Reports with the BN CSM before they are submitted to the S-1 for finalization.
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(3) Serve as the Commander's internal counsel for all UCMJ and administrative actions. (Not all Soldiers need 

UCMJ. Use the Bar to Reenlistment Certificate as a tool to corrective action before apply UCMJ, if appropriate).


(4) Review all recommendations for promotions, awards for enlisted personnel and coordination of all actions with the S-1.


(5) Establish and maintain a professional working relationship with the Battalion Command Sergeant Major, the S-1, S-2, S-3, and S-4.


(6) Ensure your NCOICs maintain their leaders book updated on all their Soldiers, NCOs, and Officers. 


(7) Contact your deployed Soldiers dependents either in person at their quarters as an official visit or call them by phone. Do this on a bi-monthly basis.


b. Training


(1) Enforce Command Training Guidance.



(2) Hold Sergeants accountable.



(3) Enforce Sergeants Time Training.



(4) Enforce Language Training.



(5) Implement and publish an NCODP and Soldier/leader education program.



(6) Ensure junior leaders are trained continually to accept greater responsibilities.



(7) Ensure that your Supply Sergeant understands his/her duties and responsibilities.



(8) Ensure all soldiers and NCOs selected to attend NCOES meet all requirements outlined in TRADOC Regulation 350-18 prior to departure from the unit.
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(9) Support the Battalion Soldier and NCO boards.


c. Discipline and Appearance



(1) Enforce discipline and promote professionalism (this includes uniform appearance).



(2) Observe and mentor your NCOs and your Officers, and make on the spot corrections when appropriate.



(3) Ensure all NCOs understand both their implied and directed responsibilities and keep their OICs informed of your directives.



(4) Stay visible, and lead from the front.


d. Soldier living and work area


(1) Inspect weekly, Soldiers’ rooms and areas of responsibility.



(2) Enforce billeting SOP.



(3) Enforce safety awareness.



(4) Ensure NCOICs inspect their Soldiers’ rooms weekly.



(5) Periodically check motor pool, maintenance shops, and other Soldier work areas.


e. Counseling and Reports



(1) Ensure that your commander conducts reenlistment counseling as per regulation, on time or as often him and you decided the Soldiers need counseling. 

(2) Enforce Soldier development and promotion counseling.
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(3) Ensure your commander and NCOICs counsel their Soldiers on promotion once the Soldiers reach the eligibility list.



(4) Ensure the Raters counsel their subordinates on the appropriate periods of counseling listed on their NCOER counseling checklist.



(4) Enforce/review unit weight control, counseling records, PT Failure Records, Family Care Plans, 

Duty Rosters, and Flagging actions ensuring that all programs are IAW established regulations and procedures.



(5) Enforce and periodically review unit reenlistment counseling. You are your commander’s advisor and the program is also your program.


f. Boards 



(1) Ensure that NCOs prepare their soldiers going before the Promotion and Soldier of the Month boards.



(2) Ensure that soldiers and NCOs review their records prior to their centralized promotion boards.

5.  Enclosing, your charge is to maintain and or raise the unit’s morale and take care of your soldiers and families of the unit.

NAME






NAME 

CSM, USA





1SG, USA

Battalion Sergeant Major


First Sergeant
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