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Job Description

Department :

Commander

Job Title:

Merit Mark Chair

Reports to:

Commander

Rank:


Lieutenant

The Merit Mark Chairman is responsible for assisting the Commander in preparing Merit Mark recommendations as follows: 

1. When directed by the Commander, keep records of members who organize or assist in squadron events, teaching/proctoring and squadron led community service. 

2. Keep records of work performed and jobs done by squadron members. 

3. In early October, requests information from the Commander and each Department Head regarding members who have worked for their departments. 

4. At the direction of the Commander, prepare merit mark recommendations using DB2000. 

5. Print out a draft copy of recommendations and give to the Commander for review and approval. 

6. Submit final copy of merit mark recommendations by 15 November to the Area Monitor using DB2000 after Commander’s approval. 

The Merit Mark Chairman will have a working understanding of DB2000.  It is recommended merit mark hours be tabulated on a monthly basis.  The Commander should support the Merit Mark Chairman to obtain merit mark hours from the Bridge and Committee Chairmen.
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