
HELP WANTED  
 
KSWG Operations is looking for motivated members to become a valuable part of the Wing Alert Officer 
(WAO) team.  This is an opportunity to see how the operations side of CAP works, be an integral part of 
the wings success, and possibly prepare yourself for more operations responsibility in the future.   

 These positions will require a time commitment each month, including attendance at occasional 
WAO meetings (remote or in-person). 

 Both of these are new positions and the requirements/responsibilities will very likely change as 
the duties and processes are refined. 

 The basic requirements for both positions are:  
 G.E.S.,  
 Level 1, and 
 at least a Mission Staff Assistant trainee (we can help with this requirement!) 

 All training will be provided on the fly, in fact, we will learn it together! 
 

POSITION 1:  WAO Data Specialist 
This person will be responsible for keeping the wing alert database updated and maintaining the wings 
operational statistics, including preparing reports as needed for the wing, the TAG, and state 
government.  These tasks will be accomplished by mining data from WMIRS, eServices, contacting 
members, etc.  In order to provide continuity, you will also be tasked with documenting the procedures 
necessary to perform these duties.  Your work will enable the WAO’s to do their work much more 
efficiently and effectively.  Once established, I anticipate that this position will require an evening or two 
at the start of each month.  Initially, more time may be required as the procedures are established and 
documented. 
 
In addition to the basic requirements, this person must have access to a computer with Microsoft Excel, 
reasonable internet access, and be proficient with MS Excel, WMIRS, & eServices. 
 
This is an excellent positon for a cadet officer that is interested in administration, computers, and 
operations. 
 
 
POSITION 2:  WAO Staff Assistant 
This person will be responsible for assisting the Director of Operations and the WAOs in whatever 
manner needed.  You may be inputting new missions, helping with paperwork, preparing award letters, 
helping with the training plans, preparing the necessary maps & forms for missions, auditing closed 
missions for compliance with CAP regulations, and other assigned duties.  In order to provide continuity, 
you will also be tasked with documenting the procedures necessary to perform these duties.  Once 
established, I anticipate that this position will require anywhere from one-half to five hours each month, 
depending on the time of year and our operations tempo.  Initially, more time may be required as the 
procedures are established and documented. 
 
In addition to the basic requirements, this person must have access to a Computer with Microsoft Word, 
reasonable internet access, average (or above average) writing and communications skills, and be 
proficient with MS Word, WMIRS, & eServices. 
 
 



APPLICATION PROCESS: 
To apply for either position, simply email your letter of interest to the Director of Operations.  Please be 
sure that your letter includes: 

 Which position you are interested in, 
 Your name and CAP ID number, 
 Why you are interested in this position, 
 A statement of your goals for CAP,  
 A reference in CAP (preferably your commander) that will vouch for your good character,  
 A summation of your CAP or civilian experience that qualifies you for this position, and 
 The best time and number to contact you. 
 
WAO team will review all letters of interest, as they are received, and will contact a few select 
individuals for further consideration.    

 
 
ADDITIONALLY:  Wing Alert Officers 
I am always on the lookout for seasoned CAP members who desire to move up in the operations section 
and eventually become a Wing Alert Officer.  
 
Currently, every Wing Alert Officer takes a turn being on-call 24/7 for a full two-week period each 
calendar quarter.  (8 weeks per year.)  As a WAO, you are the point of contact for all outside agencies 
requesting CAP services.  You are responsible for answering the call, setting up the mission, obtaining 
higher approvals, scheduling and releasing crews, ensuring their safety, and ensuring that the mission is 
properly closed out with all paperwork in order.   
 
To become a WAO, you must train to at least an IC3 level in eServices.  This is a multi-year process, but if 
you are interested, dedicated, and a good fit for the WAO team, we will work with you to complete this 
process.  Let me know of your interest, and let us get you on track to the success you desire from CAP! 
 
V/r 
 
 Doug 
 
LTCOL DOUGLAS D. DUTTON, CAP 
Director of Operations  


