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Staff Duties and Responsibilities 

 



• PRIMARY STAFF RESPONSIBILITIES  

• 2-1. The staff is a key component of the 
mission command system. In addition to 
executing the mission command staff tasks 
(see ADRP 6-0), the primary responsibilities of 
any staff are to—  
  Support the commander. 

 Assist subordinate commanders, staffs, and units. 
 Inform units and organizations outside the 
headquarters.  

 



• SUPPORT THE COMMANDER  

 



• 2-3. Staffs support and advise the commander 
within their area of expertise. While 
commanders make key decisions, they are not 
the only decision makers. Trained and trusted 
staff members, given decision making 
authority based on the commander’s intent, 
free commanders from routine decisions. This 
enables commanders to focus on key aspects 
of operations.  

 



• 2-4. Staffs support the commander in 
communicating the commander’s decisions 
and intent through plans and orders. (See 
appendixes C and D for more information on 
plans and orders formats and annexes.)  



• ASSIST SUBORDINATE COMMANDERS, 
STAFFS, AND UNITS  

 



• 2-5. Effective staffs establish and maintain a 
high degree of coordination and cooperation 
with staffs of higher, lower, supporting, 
supported, and adjacent units. Staffs help 
subordinate headquarters understand the 
larger context of operations. They do this by 
first understanding their higher headquarters’ 
operations and commander’s intent, and 
nesting their own operations with higher 
headquarters.  

 



• INFORM UNITS AND ORGANIZATIONS 
OUTSIDE THE HEADQUARTERS  

 



• 2-6. The staff keeps its units well informed. The staff also 
keeps civilian organizations informed with relevant 
information according to their security classification, as 
well as their need to know. As soon as a staff receives 
information and determines its relevancy, that staff passes 
that information to the appropriate headquarters. The key 
is relevance, not volume. Masses of data are worse than 
meaningless data; they inhibit mission command by 
distracting staffs from relevant information. Effective 
knowledge management helps staffs identify the 
information the commander and each staff element need, 
and its relative importance. (See chapter 3 for more details 
on knowledge management.)  
 



• 2-7. Information should reach recipients based on their 
need for it. Sending incomplete information sooner is 
better than sending complete information too late. When 
forwarding information, the sending staff highlights key 
information for each recipient and clarifies the 
commander’s intent. Such highlighting and clarification 
assists receivers in analyzing the content of the information 
received in order to determine that information that may 
be of particular importance to the higher and subordinate 
commanders. The sending staff may pass information 
directly, include its analysis, or add context to it. Common, 
distributed databases can accelerate this function; 
however, they cannot replace the personal contact that 
adds perspective.  
 



• COMMON STAFF DUTIES AND 
RESPONSIBLITIES  



• 2-8. In addition to the mission command staff tasks, each staff element has specific duties and 
responsibilities by area of expertise. However, all staff sections share a set of common duties and 
responsibilities:  

•   Advising and informing the commander .  
•   Building and maintaining running estimates.  
•   Providing recommendations.  
•   Preparing plans, orders ,and other staff writing.  
•   Assessing operations.  
•   Managing information within area of expertise.  
•   Identifying and analyzing  problems.  
•   Conducting staff assistance visits.  
•   Performing risk management.  
•   Performing intelligence preparation of the battlefield.  
•   Conducting staff inspections.  
•   Conducting staff research.  
•   Performing staff administrative procedures.  
•   Exercising staff supervision over their area of expertise.  
•   Consulting and working with the servicing legal representative.  
 



• STAFF CHARACTERISTICS  

 



• 2-10. Effective staff officers are competent in all 
aspects of their area of expertise. They are experts in 
doctrine and the processes and procedures associated 
with the operations process, and they understand the 
duties of other staff members enough to accomplish 
coordination both vertically and horizontally.  

• 2-11. Staff officers exercise individual initiative. They 
anticipate requirements rather than waiting for 
instructions. They anticipate what the commander 
needs to accomplish the mission and prepare answers 
to potential questions before they are asked.  

 



• staff officers use creative thinking to apply 
imagination and depart from the old way of 
doing things.  

• 2-13. Effective staff officers are adaptive. They 
recognize and adjust to changing conditions in 
the operational environment with 
appropriate, flexible, and timely actions. They 
rapidly adjust and continuously assess plans, 
tactics, techniques, and procedures.  



• 2-14. Staff officers are flexible. They avoid 
becoming overwhelmed or frustrated by 
changing requirements and priorities..  

 



• 2-15. Staff officers possess discipline and self-
confidence. They understand that all staff 
work serves the commander, even if the 
commander rejects the resulting 
recommendation.   

 



• 2-16. Staff officers are team players. They cooperate 
with other staff members within and outside the 
headquarters. This practice contributes to effective 
collaboration and coordination.  

• 2-17. Staff officers are reflective in their actions. While 
conducting actions, they are able to quickly assess and 
implement corrective measures that lead to successful 
outcomes. Upon completion of actions, they analyze 
and assess events to implement measures that 
maximize efficiencies in the future.  

 



• 2-18. Staff officers communicate clearly and 
present information orally, in writing, and 
visually (with charts, graphs, and figures). Staff 
officers routinely brief individuals and groups.  

 



• STAFF RELATIONSHIPS  

 



• 2-19. Staff effectiveness depends in part on relationships of the 
staff with commanders and other staff. Collaboration and dialogue 
aids in developing shared understanding and visualization among 
staffs at different echelons. A staff acts on behalf of, and derives its 
authority from, the commander. Although commanders are the 
principal decision makers, individual staff officers make decisions 
within their authority based on broad guidance and unit standard 
operating procedures (SOPs). Commanders insist on frank dialogue 
between themselves and their staff officers. A staff gives honest, 
independent thoughts and recommendations, so commanders can 
make the best possible decisions. Once the commander makes a 
decision, staff officers support and implement the commander’s 
decision even if the decision differs from their recommendations.  
 



• 2-20. Teamwork within a staff and between 
staffs produces the staff integration essential 
to synchronized operations. A staff works 
efficiently with complete cooperation from all 
staff sections. A force operates effectively in 
cooperation with all headquarters. 
Commanders and staffs contribute to foster 
this positive climate. 



• STAFF ORGANIZATION  

 



• 2-21. The basis for staff organization depends 
on the mission, each staff’s broad areas of 
expertise, and regulations and laws. While 
staffs at every echelon and type of unit are 
structured differently, all staffs share some 
similarities. (See paragraphs 2-22 to 2-38.)  



• CONSIDERATIONS  

 



• 2-22. The mission determines which activities 
to accomplish. These activities determine how 
commanders organize, tailor, or adapt their 
individual staffs to accomplish the mission. 
The mission also determines the size and 
composition of a staff, including staff 
augmentation.  



• STRUCTURE  

• 2-26. The basic staff structure includes a COS (XO) and 
various staff sections. A staff section is a grouping of 
staff members by area of expertise under a 
coordinating, special, or personal staff officer. A 
principal staff officer—who may be a coordinating, 
special, or personal staff officer for the commander—
leads each staff section. The number of coordinating, 
special, and personal principal staff officers and their 
corresponding staff sections varies with different 
command levels.  

 



• Commander  
• 2-27. Commanders are responsible for all their 

staffs do or fail to do. A commander cannot 
delegate this responsibility. The final decision, as 
well as the final responsibility, remains with the 
commander. When commanders assign a staff 
member a task, they delegate the authority 
necessary to accomplish it. Commanders provide 
guidance, resources, and support. They foster a 
climate of mutual trust, cooperation, and 
teamwork.  
 



• Deputy Commander 

• 2-28. The commander determines the duties 
and responsibilities of the deputy and 
assistant commanders.  



• Chief of Staff (Executive Officer)  

 



• 2-32. The Chief of Staff (Executive Officer) 
(COS [XO]) is the commander’s principal 
assistant. Commanders normally delegate 
executive management authority to the COS 
(XO). As the key staff integrator, the COS (XO) 
frees the commander from routine details of 
staff operations and the management of the 
headquarters.  

 



•   Coordinating and directing the work of the staff.  
•   Establishing and monitoring the headquarters battle rhythm and nesting 

with higher and  
• subordinate headquarters battle rhythms for effective planning support, 

decision making, and other critical functions.  
•   Representing the commander when authorized.  
•   Formulating and disseminating staff policies.  
•   Ensuring effective liaison exchanges with higher, lower, and adjacent 

units and other organizations as required.  
•   Supervising the sustainment of the headquarters and activities of the 

headquarters and  
• headquarters battalion or company.  
•   Supervising staff training.  
•   Supervising the special staff sections in division through Army Service 

component command headquarters.  
 



• Principal Staff Officers  

• 2-33. The principal staff officers consist of 
officers from the coordinating and special staff 
sections, as well as personal staff officers.  

 



• Noncommissioned Officers  
• 2-34. Noncommissioned officers (NCOs) serve 

alongside their staff officer counterparts in all 
staff sections. They execute similar duties as 
those of their staff officer. NCOs often provide 
the experience and continuity in their particular 
staff section. They are to be counted upon to 
provide expert advice to the staff officer and 
other members of the staff section. NCOs display 
the same characteristics as good staff officers as 
described in paragraphs 2-9 to 2-18.  
 



 

• COORDINATING STAFF OFFICERS  

 



• 2-36. Coordinating staff officers are the 
commander’s principal assistants who advise, 
plan, and coordinate actions within their area 
of expertise or a war fighting function. 
Commanders may designate coordinating staff 
officers as assistant chiefs of staff, chiefs of a 
war fighting function, or staff officers. 
Coordinating staff officers may also exercise 
planning and supervisory authority over 
designated special staff officers.  

 



• 2-37.  The coordinating staff consists of the following 
positions:  

     Assistantchiefofstaff(ACOS),G-1(S-1)—personnel.  ACOS,G-
2(S-2)—intelligence. 
ACOS,G-3(S-3)—operations.  

 ACOS,G-4(S-4)—logistics. 
ACOS,G-5—plans. 
ACOS,G-6(S-6)—signal. 
ACOS,G-8—financial management. 
ACOS,G-9(S-9)—civil affairs operations.  

 Chief of fires  
 Chief of protection. 

Chiefofsustainment(seeparagraph2-55).  
 


