Director’s Expectations

The Air Force Admissions Liaison Officer program requires the absolute best of the best in our officer staff. If we are to recruit the best we must maintain the very highest standards possible. Remember, for the students, parents, educators and public in general you ARE the Air Force!

 This is a broad overview of program requirements.  More specific guidance is available in USAFA and ARPC Operating Instruction and on our local web site: www.afacademy.com/TN.

ALO Area Assignments

· There are 95 counties covered by Area 420 in Tennessee.  The area is divided into three flights.

· Areas are usually assigned to ALOs based on unit seniority.

· New ALOs generally are assigned rural areas well outside metro Memphis, Nashville, and Knoxville.

· Completing your duties may require overnight trips at your own expense.  There are no funds for per diem or travel expenses.

· You have the opportunity to request an area closer to your personal residence.

Pay (primary duty only)

· Points only – 35 required exclusive of 15 membership points.

· There are limited mandays available but no travel or per diem is authorized.

Professional Responsibilities (required) 

· Complete required interviews with USAFA candidates prior to submitting a written evaluation (USAFA Form 4060.)

· Be immediately available.  Maintain an answering machine in your home.  Respond rapidly to the needs of your students, your local unit and AF Academy personnel.

· Maintain an Area Continuity book according to unit standards detailing school contact information.

· Contact your schools as necessary, but at a minimum of once per quarter.  

· Personally visit your assigned schools a minimum of once per year in the proper, up-to-date uniform (when uniform wearing is appropriate) as approved by the Air Force or as directed by this unit. 

· Schedule meaningful school visits for returning USAFA Cadets (Grassroots).

· Attend college fairs for your assigned ALO area.

· Provide information about Summer Seminar to all students and interview those who are interested.

· Present USAFA Appointments and ROTC scholarships to students in your assigned area.

· Attend ALO functions:  Congressional Academy Days; Parents’ Club meetings, etc.

· If possible, visit the Academy and your cadets to 'see and be seen'.

· Be creative in your approach to this assignment and have fun.

· Adequate participation: minimum 35 points for R/R year, 12 points for OPR year, 16 points for fiscal year  (primary duty only)

Administrative Duties

· Attend all area training.  At a minimum, there is a two-day meeting in the late summer.

· Complete USAFA’s Phase I and Phase II training.  Phase I includes a local training session and “on the job” training with a mentor; and completed with a mentor; Phase II is a 3-day school at USAFA which is completed after Phase I.

· Submit AF Forms 40A for certification as directed.  No duty will be certified if not submitted within 30 days of accomplishment

· Complete the ALO Activity Report on a monthly basis, within 5 days of the end of the month

· Know your subject matter through unit training, but most importantly, through self-study.

· Check the ALO Web for updates at a minimum of once every 15 days (https://aloweb.usafa.af.mil)

· Maintain the highest level of professionalism in your discussions with the public.

· Maintain an office in your home that will allow you to properly conduct Air Force Academy and ROTC business matters.  Your office must have an operational computer system with e-mail and Internet capability, an answering machine, along with the other basic office essentials necessary to conduct business.  A high percentage of ALO work is done on-line.

· Complete the required annual dental and medical exams no later than your birth month (primary duty only)

Officer Career Progression (primary duty only)

· Promotions:  There are limited opportunities as a Cat E.  Captain to Major is very difficult; Major to Lieutenant Colonel is equally hard.  To be competitive you must:

· Complete the appropriate PME for your rank.

· Volunteer for ALO additional duties 

· Results in increased participation and more than the minimum number of points.

· Significant additional duty contributions to the unit may lead to a position as a Deputy Director or Director, which enhances promotion potential.

· OPRs:
· You must complete at least 12 points during your rating cycle in order to receive an OPR

· OPR inputs must be submitted to your rater NLT 45 days prior to close-out

· Awards and Decorations:
· Notify unit Awards and Decorations monitor six months prior to eligibility

· Reference ARPC’s virtual MPF site for all personnel actions – it is your responsibility to ensure personnel data is updated and accurate

Apply to become an ALO:

· Your name will be added to the waiting list based on the day of your official request.  We’ll contact you when you become eligible to join the unit to confirm your interest.  At that point we’ll mail you an application checklist and schedule an interview.

· Application requirements are outlined on the ALO application checklist and may include a personnel RIP, copies of last 3 OPRs, AF Form 1288, AF Form 2096, USAFA Form 0-317, Letter of interest, and a personal interview.  Please follow the provided checklist.

· Application approval, once submitted, takes up to 60 days for additional duty, and up to 5 months for primary duty.  It is your responsibility to monitor your participation throughout the process to insure you have a good year.

· Understand that you may apply as a primary duty ALO, additional duty ALO, or civilian/retired ALO.  Primary duty ALO positions are very limited.  Priority will be given to those who are already trained and performing as additional duty ALOs.

Additional ALO program information can be found at: www.afacademy.com/TN
