
Administrative Assistant & Commander/Sr. Vice Commander Secretary 
 

Description of Duties 
 
• Daily distribution of Operator Voice Mail 
• Assists with incoming phone calls and directing to proper person 
• Maintain Commander & Sr. Vice Commander’s Calendar and handle 

incoming and outgoing correspondence 
o Scheduling appointments 
o Housing reservations 
o Flight reservations 

• Assistant to the Executive Administrative Assistant 
• Death Notices – distribute to Department Officers. Maintain a file to be sent 

to the Printshop for “Post Everlasting” at Convention. 
• Meeting Minutes – distribute to committees 
• Liaison to Department programs: maintain files for the committees to judge 

awards and send notices when selected 
 Boy Scouts 

o Eagle Scout of the Year 
o Square Knot Award 

 Community Service 
o Newsletter Awards 
o Scrapbook Awards 
o Hall of Fame Award 

 Education and Scholarship 
 Safety, Law and Order 

o Firefighter of the Year 
o Law Officer of the year 
o Youth Cadet Law Enforcement Program 

• Back-up to the Receptionist 
o Distribution of mail 
o Record daily Transactions – run tape and reconcile with 

Membership and Finance 
• Order items from Emblem Sales 
• Enter Post, District & Division Certification information in the database 
• Send Commission/Committee members letters once selected 
• Dissemination of ROTC/JROTC Awards 
• Maintain list of Chaplain’s Cross recipients and send letters inviting them to 

convention to receive award 
• Other duties as assigned 
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