POSITION DESCRIPTION

Sergeant - at - Arms

( Nov 1, 2005 )

The Sergeant-at-Arms of the AF Comm & ATC Association will act as the sentinel and outer guard of the Association for all meetings and ceremonies.  He/she is responsible for knowing the rules and traditions in the presentation and retirement of the Colors and will provide assistance to the Executive Director as required. *

The following are the key tasks and responsibilities for this position:

Maintains the Association Bugle (automatic recording) for the playing of Taps at the Annual Memorial Service Program and other Association functions. 

Is responsible for coordinating with the Honor Guard at the annual conventions to ensure that

      the Posting of the Colors at scheduled functions will be on time and correct. At the appropriate
      time and when recognized by Executive Director, he/she will lead the Pledge of Allegiance.  

Assists the Executive Director and convention host with the POW/MIA ceremony at the Annual Banquet.

Assists the Executive Director and Convention host in setting up tasks for the General Meeting and the Banquet.

Coordinates, as necessary with the Executive Director, convention hosts and hotel security on all matters pertaining to safety and security of Association members and guests and/or VIPs attending our activities. 

Responsible for observing members/guests and others during Association functions and when

necessary takes appropriate action to maintain good order and discipline.

Performs other duties as required or requested.

APPROVED:   s/t





                Nov 1, 2005
                      Richard P. Sauer                                                                ( Date )                        

                      Executive Director
