The Administration Track
An overview of the administration ladder in a cadet corps or squadron
What the Administration track does
Administration is the team that keeps the corps running on paper. Attendance gets recorded and reported. Weekly Routine Orders go out before each training night. Permission forms are drafted, distributed, collected, and filed. Cadet records live in Fortress and need to stay current. Schedules and rosters get built and rebuilt as plans change. When the chain of command needs to know who's in, who's out, who's been excused, and who needs to sign what before Saturday, Administration has the answer.
The Administration Officer (an officer, not a cadet) runs the department. Senior cadets in the track work with the Admin O directly and run the day-to-day. The further up the track, the less the work involves filling forms in and the more it involves drafting them, reviewing them, and making sure the paperwork ecosystem actually functions.
Administration is the corps' memory and its outbox. It records what happened, and it tells everyone what's happening next.
A note on confidentiality
The Administration track is the only cadet track where confidentiality is itself a core duty. Cadet records contain personal information - addresses, phone numbers, medical notes, attendance patterns, family situations, reasons for absence. The track has access to all of it. Mishandling that information isn't a minor administrative slip; it's a breach of trust that the cadet, the family, and the unit rely on.
Every tier in the track is expected to maintain confidentiality. At the senior tier this is named explicitly as a primary duty. At the junior tiers it's implicit but no less important. Cadets who can't keep what they read to themselves are not a fit for this track.
The ladder
The Administration track is a three-tier progression. Each tier reports up to the next, and each one has a clear identity:
	Cdt Admin Asst (Sgt)
	Cdt Admin Clerk (WO)
	Sr Admin Clerk (MWO)

	Cdt Admin Assistant
	Cadet Administration Clerk
	Senior Administration Clerk

	Sgt / PO2
	WO / FSgt / PO1
	MWO / WO2 / CPO2

	Collect weekly attendance and return it to the department promptly. Help with WROs, newsletters, permission forms, schedules, and rosters. Carry out tasks assigned by the Cdt Admin Clk, Sr Cdt Admin Clk, or Admin O.
	Maintain a list of excused cadets. Build the duty schedule for routine admin tasks. Ensure attendance is collected and admin duties are completed across the team. Continue to assist the Admin O with WROs, newsletters, and other documents.
	Run the administration department. Keep a list of admin staff. Coach Cdt Admin As and Cdt Admin Clks. Ensure drafts of Admin Orders, emails, and paperwork are produced on time and reviewed by the Admin O. Be the bridge between the team and the officer.



The verbs shift across the tiers, but more subtly than in some other tracks. At Sgt the work is largely executing assigned tasks. At WO the role gains schedule-building, supervision, and ownership of recurring duties like maintaining the excused list. At MWO the role becomes review, coaching, and team leadership - the senior is rarely the one actually filling out the form, but is the one who makes sure the form is correct, on time, and routed to the right person.
How duties evolve across the tiers
Many duties in the Administration track exist at all three tiers in some form. What changes is the relationship to them.
Attendance
Attendance is the daily heartbeat of administration. A Cdt Admin Asst is collecting attendance from the parade or training night and ensuring it gets back to the department. A Cdt Admin Clk is making sure attendance is collected across the whole training night and returned promptly. A Sr Admin Clk is reviewing what comes in, addressing patterns, and ensuring the process keeps working week after week.
Routine documents
Weekly Routine Orders, newsletters, permission forms, schedules, and rosters are the core deliverables of the department. At the Sgt and WO tiers, the role is to assist the Admin O with writing and distributing these. At the MWO tier, the role becomes reviewing the documents produced by subordinates, ensuring drafts are created on time, and making sure they reach the Admin O for review and approval before going out.
Filing and Fortress
Cadet records in Fortress and the corps' filing systems need maintenance. The junior tiers handle filing tasks as assigned. The senior tier maintains familiarity with the routines, filing systems, and paperwork as a whole, and coaches the team through the document filing, drafting, delivery, and gathering processes that the corps relies on.
Coaching and review
This is where the senior tier earns its rank. The Sr Admin Clk reviews documents produced by the team, provides feedback to the Cdt Admin Clk and Cdt Admin Asst, and coaches new members through the various processes. The junior tiers are not expected to coach others; they are expected to learn the work and execute it accurately.
Communication with the Admin O
All three tiers ultimately serve the Admin O, but the relationship changes. At the Sgt tier, the Cdt Admin Asst takes direction and delivers completed work back. At the WO tier, the Cdt Admin Clk continues to assist directly while also routing assignments through the Sr Cdt Admin Clk. At the MWO tier, the Sr Admin Clk works with the Admin O on department-level concerns - making suggestions for improvements, contributing the administration perspective to training meetings, and bringing feedback from cadets and staff into the department's planning.
Team-building duties (senior tier only)
Some duties only appear at the MWO tier. Keeping a list of administration staff, communicating administrative procedures and routines to cadets and staff, contributing to succession planning discussions, ensuring subordinates are trained to fill an appointment of higher authority, and serving as the role model for ethics, communication, and deportment - these are all senior-tier responsibilities. The track grows from execution at the bottom to ownership at the top.
Skills built in this track
The Administration track teaches a specific bundle of skills that other tracks don't, and many of them translate directly to work outside cadets:
1. Written communication. Drafting orders, newsletters, memos, emails, and forms. Cadet administration is one of the few places at the cadet level where producing readable, accurate written documents is a regular weekly task.
1. Records and data discipline. Cadet records have to be accurate, current, and consistent. The trade requires precision with attendance, contact information, and filing - and an understanding of why those things matter.
1. Confidentiality and discretion. Handling personal information responsibly is a core competency. This is a habit and a value, not just a skill.
1. Working with adults professionally. Senior cadets in the track work directly with the Admin O - an officer - and often interact with parents, other adult staff, and occasionally with external organizations.
1. Project and time management. Documents have to be drafted, reviewed, approved, and distributed before deadlines. Holiday parades, FTXs, and visiting events all create paperwork spikes that have to be planned around.
1. Software fluency. Cadet 365 and MS Office (Word, Excel, Outlook, sometimes Teams) are listed as asset qualifications at every tier. The track builds real proficiency with the tools used across the wider organization.
1. Process thinking. Understanding how a permission form moves from draft, to distributed, to collected, to filed - and where it can break down - is administration in miniature. The track develops a habit of seeing systems.
Where these skills go after cadets
The Administration track teaches a bundle of skills that office environments specifically reward - many of them are skills that adult employees actively struggle with:
1. Office administration and executive support roles. Office coordinators, executive assistants, and reception leads all do versions of the work the senior tier already does. Cadets in this track build genuine MS Office and Cadet 365 fluency, which is an asset most adult applicants only claim to have.
1. Records and data work in regulated industries. Medical office administration, legal assistant work, HR records management, and government data-entry roles all reward the same precision the trade demands. The confidentiality habit transfers directly.
1. Communications and writing roles. Drafting WROs, memos, and orders is real adult-style writing under deadline. Communications coordinator, marketing assistant, and entry-level technical writing roles build on the same skill set.
1. Project and operations coordination. The senior tier's work building schedules, drafting documents on time, and routing them through approval is the same workflow that project coordinators run in any office environment.
1. First-job credibility in any office. A cadet coming out of this track can write a clean email, run a meeting agenda, and use the standard office software stack with real fluency. That is a meaningful competitive advantage in entry-level applications.
For cadets continuing to post-secondary, business administration, human resources, communications, public administration, and paralegal programs all build on this foundation.
Personality fit
The Administration track rewards a specific set of traits. Cadets who tend to thrive in it share most of these:
1. They are organized. Knowing what's due, what's outstanding, and what's been filed is the daily work. Cadets who lose track of paperwork in their own lives will struggle here.
1. They write clearly. Sentences in WROs and orders need to be unambiguous. The trade rewards plain language and accuracy.
1. They are discreet. They can read something sensitive and not pass it on. They understand that gossip and administration don't mix.
1. They are deadline-aware. WROs go out before training nights, not after. Permission forms have to be back before the activity, not the day of. The trade is governed by recurring deadlines and the cadets who do well are the ones who plan around them.
1. They like getting things right. Wrong attendance leads to wrong reports, which can lead to a unit not getting the support it's owed. Caring about whether the small numbers are correct is a feature of this track, not a quirk.
1. They are comfortable with repetition. WROs are weekly. Attendance is weekly. Routine forms are routine for a reason. The trade rewards cadets who can do the same thing well, week after week, without losing focus.
If you've ever been the cadet who actually reads the WRO before parade and notices when something doesn't add up, somebody in Administration has noticed you already.
Courses and prerequisites
The Administration track has a clear course pathway. Knowing the requirements at each tier helps with planning summer training selections.
	CASA: the foundational course
The Cadet Administration and Supply Assistant Course (CASA) is the standard summer course for this track. It is listed as an asset qualification at the WO and MWO tiers - meaning it isn't strictly required for appointment, but at those levels it is generally expected.
CASA is also the foundational course for the Supply track, so it remains a worthwhile course even for cadets who are still deciding between Administration and Supply.



1. Year of training: Year 3 complete is required for Cdt Admin A. Year 4 complete is required for Cdt Admin Clk and Sr Admin Clk.
1. Eligibility list: Required for Cdt Admin Clk (PO1/WO/FSgt list) and Sr Admin Clk (CPO2/MWO/WO2 list). The CO and chain manage these. Note that the Sr Admin Clk position uses the Appointment Eligibility List rather than the Rank Eligibility List - a small distinction worth confirming with the chain at appointment time.
1. Team Leader experience: Required at the WO and MWO tiers. This is typically gained through prior appointments such as Section 2IC or similar leadership positions.
1. Cadet 365 and MS Office: Listed as an asset qualification at the Sgt and WO tiers. Familiarity with Word, Excel, Outlook, and the corps' Cadet 365 environment is built progressively through the track and is genuinely useful at every level.
1. Useful background: Knowledge of administration routines, familiarity with cadet training and administrative needs, and prior experience as a Cdt Admin A or Cdt Admin Clk are listed as MWO-tier asset qualifications.
A note on the progression
The duties listed for the Cdt Admin Asst and the Cdt Admin Clk in the published Terms of Reference are similar in scope. Both tiers handle attendance collection and assist the Admin O with routine documents like WROs and permission forms. The clearest differences at the WO tier are the responsibility for maintaining a list of excused cadets and for building the duty schedule for routine admin work - both of which are absent at the Sgt tier.
The senior tier brings a much broader set of responsibilities, particularly around team coaching, document review, communication of procedures, and direct work with the Admin O on department improvements. Cadets considering the track should understand that the most significant role-shift in Administration happens between WO and MWO, not between Sgt and WO.
In practice, individual corps and squadrons often expand the WO-tier role beyond what the Terms of Reference describe, based on local needs. The Cdt Admin Clk's day-to-day work at any given unit may look different from the formal description, and is worth asking about directly.

This guide is unofficial and is based on the Cadet Terms of Reference for Cadet Administration Assistant, Cadet Administration Clerk, and Senior Administration Clerk. For authoritative information about appointments, qualifications, and selection, consult the CO, Trg O, or Admin O.
