
	                           

	ILLINOIS AIR NATIONAL GUARD

ACTIVE GUARD RESERVE (AGR)
 VACANCY ANNOUNCEMENT
CORRECTED COPY
	

	HUMAN RESOURCES OFFICE
ILLINOIS NATIONAL GUARD

1301 N. MACARTHUR BLVD.

SPRINGFIELD, IL 62702-2399
	POSITION TITLE:
Administrative Officer
	ANNOUNCEMENT NUMBER:
                      10A-111
This position is a dual announcement.  Technician VA # IL-10-249

	UNIT OF ACTIVITY & LOCATION:
183d AOG
Springfield, IL
	
	OPENING DATE:

15 September 2010
	CLOSING DATE:

30 September 2010

	MAXIMUM GRADE:    LT COL/O5

	REQUIRED AFSC(s): 
Nonspecific
	APTITUDE REQUIREMENTS:
	M:    A:    G:    E:
P:  U:  L:  H:  E:  S: 

	SELECTING OFFICIAL:  
Col Ricky G. Yoder
	CML: 217-757-1234

	AREA OF CONSIDERATION:
Military duty personnel On-Board a Title 32 AGR tour at the 183d FW.
	NOTE:  Position Announcement Number and Position Title must be included on application.


Conditions of Employment:
· Individuals selected for AGR tours must meet the Preventative Health Assessment (PHA)/physical qualifications outlined in AFI 48-123, Medical Examination and Standards.  They must also be current in all Individual Medial Readiness (IMR) requirements to include immunizations.  RCPHA/PHA and dental must be conducted not more than 12 months prior to entry on AGR duty and an HIV test must be completed not more than six months prior to the start date of the AGR tour.  
· Air Force Fitness Standards.  AGR Airmen are subject to the provisions of ANGI 10-248, Air National Guard (ANG) Fitness Program until superseded by AFI 36-2905, Fitness Program.
· AGR applicants should be able to attain 20 years TAFMS in the AGR career program.  Waiver authority of this requirement is The Adjutant General.  Individuals selected for AGR tours that cannot attain 20 years of active federal service prior to reaching mandatory separation, must complete the Statement of Understanding contained in ANGI 36-101 Attachment 3.

· Airmen who voluntarily resigned from the AGR Program in lieu of adverse personnel actions or who have been involuntarily separated from the AGR Program are not eligible to reenter the program.
· Individuals must NOT be eligible for, or receiving, an immediate Federal (military or civilian) annuity.
· Enlisted applicant’s military grade cannot exceed the maximum military grade authorized.  Enlisted Airmen who are voluntarily assigned to a position which would cause an overgrade must indicate in writing a willingness to be administratively reduced in grade IAW ANGI 36-2503, Administrative Demotion of Airmen, when assigned to position.  Acceptance of demotion must be in writing and included in the application package. 
· Member must meet all eligibility criteria in ANGI 36-101, Air National Guard Active Guard Reserve (AGR) Program.
· Member must hold the required AFSC or be eligible for retraining to the required AFSC and meet all eligibility criteria in AFECD, 31 October 2009.
· Applicants for SMSgt/E-8 positions, must have the ability to complete Senior Noncommissioned Officer Academy within 36 months of assignment IAW para 2.23.1 of ANGI 36-2101.

Additional Information:
· AGR members will participate with their unit of assignment during Unit Training Assemblies (UTAs).
· Initial tours will not exceed 6 years.  Follow-on tours will be from 1 to 6 years.
· To be considered for this position you must meet all minimum AFSC requirements to include the minimum ASVAB qualifying score.  Scores are reflected on your personnel RIP.  If your ASVAB scores do not meet the minimum required AFECD, 31 October 2009 Attachment 4, contact your servicing FSS. You have the option to retake the test, however; you must schedule your test date and receive your new scores prior to the announcement closing date.
· Selectee will be required to participate in the Direct Deposit Electronics Funds Transfer program.
DUTIES & RESPONSIBILITIES:
This position is located in the Air National Guard (ANG), Component Numbered Air Force (cNAF), Air Operations Group (AOG) and Air Support Squadron (ASUS).  The purpose of the position is to serve as the Executive Officer to the AOG Commander; and 2) serve as an administrative supervisor in the ASUS.  This includes day-to-day administrative support to the function.  Exercises responsibility for planning, scheduling, and controlling the delivery of a variety of services to support an Air Operations Center (AOC) augmentation unit.  Oversees the activities of the group program managers for resources, training, logistics, personnel, and support services.  Serves as oversight authority and technical advisor for all group administrative and personnel matters,  Incumbent addresses and resolves numerous atypical and all group administrative and personnel matters.  Incumbent addresses and resolves numerous  atypical and unrelated problems requiring a comprehensive knowledge of functions and responsibilities of different elements of the Group and a thorough familiarity with regulatory material pertinent to the operations and activities involved.  Incumbent provides coordinative big-picture managerial direction to the subordinate program managers of such varied and key unit activities as:  Orderly Room, Deployment Management, Logistics, Education and Training, Military Personnel, and Information Management functions.  Exercises responsibility for establishing and maintaining a high level of combat readiness for personnel assigned to augment an Air Operations Center by coordinating and ensuring that all individual deployability requirements are fulfilled.  Coordinates unit participation in JCS- and MAJCOM-sponsored exercises, deployments, and such contingencies as augmentation of the State HQ Joint Emergency Operations Center.  Manages and directs the functions of which include:  the Military Personnel Office, Group Training Office, Information Management, Logistics Readiness and Plans, Safety, Readiness, Combat Arms Training, Visual Information, unit Supply, Office of the Chaplain, Legal Office, and (when the group is the host unit) Basic Clinic.  Incumbent plans, develops and publishes mission support policies and procedures within the established parameters set by higher command echelons.  Manages readiness and support functions and branches to ensure timely, effective, and complete delivery of all mission support requirements.  Personally and through subordinate program managers, the incumbent exercises the assigned responsibilities for; (1) developing and executing Support and Readiness annexes to USAF, Combatant Command, Coalition, and MAJCOM operating plans; and (2) establishing and maintaining a high level of combat readiness for assigned unit personnel by: (a) ensuring the currency of individual training status; (b) directly coordinating unit participation in Combatant Command, MAJCOM and coalition sponsored exercises, deployments and contingencies; and (c) obtaining resources to support such operations.  Supervises 3-6 full-time support personnel (whose technician grades and AGR ranks range up to GS-09 and MSgt, respectively) in a variety of support disciplines.  As the Executive Officer to the Group Commander, the incumbent exercises delegated administrative and executive authority affecting the mission readiness of the full-time organization on a daily basis.  Administers sound readiness and personnel management programs to ensure personnel in staff, supervisory, and technical positions are highly qualified and motivated.  Interviews and selects applicants for positions as Readiness and Support functional chiefs and participates in selections for key positions in other sections.  Establishes work performance standards for subordinate technician positions and other key personnel, and accomplishes annual performance appraisals.  Incumbent reviews evaluations established by subordinate supervisors for their assigned personnel.  Initiates disciplinary and promotion actions, and exercises approval authority over those initiated by subordinate supervisors.  Initiates and reviews recommendations for performance awards.  Approves sick and annual leave for key personnel and monitors the overall leave schedule for the organization.  Counsels subordinates, clarifies personnel policies, hears grievances, and resolves work related problems.  Reviews the personnel program within the organization to ensure subordinates are effectively accomplishing their responsibilities.  Reviews position description changes proposed by Financial Officer for the Group; oversees the preparation of budgets estimates and implementation of financial plans; manages multiple financial and workday accounts; and reconciles account balances to Wing Comptroller financial statements.  Coordinates directly with the Wing-level Financial Manager on all matters relating to the planning and execution of the unit budget.  These matters include such items as; contributing to the establishment of financial district policy as a member of the Financial Working Group; justifying and obtaining any funds needed to execute unit requirements not funded through the initial baseline budget allocation; assisting in the assessment of the AOC Weapons System equipment suite annual sustainment requirements, and managing and controlling the execution of specifically allocated funds; researching and resolving discrepancies that arise during the reconciliation of unit account balances to the Wing Financial statement; and re-distributing allocated workdays and funds to cover mission-driven fluctuations in unit expenditures.  Coordinates directly with Combatant Command -, MAJCOM-, and NGB-level Financial Managers for the disbursement of resources to support unit involvement in such specific events as training exercises, special deployments, and contingencies at theater level and below.  Develops templates and implements measures to accurately track all unit workday and funds expenditures.  Performs regular evaluations of the execution of the Group financial plan utilizing a combination of digital and web-based DoD data collection systems.  Regularly keeps the Commander and the other directors abreast of current status of unit funds.  Acts as unit focal point and the Commander’s advisor for the Government Purchase Card (GPC) and Government Travel Card regulations, policies and procedures.  Serves as lead point of contact for preparation and processing of contracts for AOC weapon system sustainment.  Prepares Form 9s and related documents and submits to Base Contracting to procure needed AOC requirements.  Maintains proficiency with digital and web based data collection systems that support submission of Form 9s and verifies receipt of systems requirements through web based systems upon arrival at the unit.  Coordinates with MAJCOM funding sources and Base Contracting on preparation and execution of contract requests.  Exercises broad oversight over the AOG Training Specialist to ensure accomplishment of overall strategic planning and management of the unit training program.  This process involves development of a Unit Training Plan that includes a Three-Year Strategic Training Plan and Training Operating Instructions (OI) which are reviewed annually and submitted to the compasses ancillary training, deployability training, Formal School Training, AFSC training, and close coordination with directorates on AOC-related Operations, Intelligence, and Communications/System support training, necessary to effectively accomplish the AOG mission.  Incumbent identifies resources and funding requirements to accomplish required training.  Develops formal briefings and statistical analysis of the status of unit training and the effectiveness of training in supporting mission requirements.  Incumbent exercises broad oversight over the activities of the Readiness and Deployment Manager, who plans, develops, manages, and coordinates group readiness plans and programs.  Establishes overall logistics readiness objectives and policies.  Oversees the direction and preparation of the deployment training of unit personnel to meet Unit Type Code (UTC) and Mission Capability Statement requirements to support the MAJCOM AOC.  Coordinates Readiness and Support activities with program managers within the directorate, and with managers and supervisors throughout the group.  Establishes and maintains liaison with counterparts at other ANG bases, NGB, MAJCOM, etc.  Represents the unit RS function while participating in conferences and seminars sponsored by Wing, State HQ, NGB, or MAJCOM.  Establishes and maintains liaison with public officials, civic groups, and other military and civilian agencies.  Represents the Group Commander at meetings and conferences with senior staff officials of similar military and civilian organizations.  Performs a variety of organizational studies resulting in products that enable the Commander to more efficiently manage the unit.  Included are the planning, directing, and/or participation in special ANG- and Wing- or Group-initiated projects relating to personnel organization, resource utilization, logistical support, and readiness programs.  Reviews selected processes and procedures to determine their overall effectiveness, efficiency, and productivity.  Directs actions to implement procedures that will result in savings without compromising standards of readiness, accuracy, and/or safety.  Accomplishes internal staff work that relieves the Commander of all but the most pressing issues relating to Group/installation activities.  Provides continuity of command policy during the Commander’s absence based on known desires of the Commander and overall familiarity of day-to-day unit/installation activities.  Refers Air Operations actions and technical decisions concerning related activities to the Acting Commander during the Commander’s absence.  Advises the Commander and recommends improvements in the development and application of unit/installation policies and procedures.  Assists with Commander in sersolving day-to-day administrative and management problems related to the operation of the unit/installation.  Serves as mid-level mediation source for resolving problems and disputes before elevation to the base/installation Commander for judgment.

NOTE: A Top Secret Clearance is required for this position.

APPLICATION INSTRUCTIONS 
APPLICATIONS MUST BE SUBMITTED FOLLOWING THE INSTRUCTIONS ON THIS ANNOUNCEMENT

************INCOMPLETE APPLICATIONS WILL NOT BE PROCESSED************ 

1.   NGB 34-1: Must type or print in legible dark ink, must include announcement number and position title on each application, must sign and date each application. Failure to sign and date these forms in ORIGINAL SIGNATURE will result in non-consideration.
2.   Copy of Report of Individual Personnel (RIP) within last 30 days.  RIP can be obtained from the servicing Force Support Squadron (FSS).  In lieu of a RIP, applicant may provide a printout from the Virtual MPF (VMPF).  Select ‘Record Review’, and then ‘Print/View All Pages’.  Documents must show your ASVAB scores (enlisted personnel only).  

3.   Copy of current physical (must include PULHES) & Report of Individual Fitness from the Air Force Fitness Management System (AFFMS) within last 12 months.
4. Background Survey Questionnaire 79-2 OMB FORM 1386 (OPTIONAL)
Applicants from out of state and members transferring from another branch of service must also submit the following:
· SF 507, Addendum to Medical History, (CURRENT within 12 months)

· AF Form 422, Physical Profile Serial Report (CURRENT within 12 months), must include PULHES
· SF 600, Preventive Health Assessment (PHA) to include current Blood Pressure, Height, and Weight

Security Clearance –Must posses a valid security clearance required for the grade, AFSC and AGR duty position.
COMPLETION OF APPLICATION:  Fax will not be accepted.  Applications will only be accepted if they are physically received in the Human Resource Office by the closing date of the vacancy announcement to the address on page one of announcement. No exceptions will be made.  You may staple your application.  Do not bind, tab, or use document protectors.  Submit only single sided copies of all application documents submitted.  Applications mailed in government envelopes will not be accepted.  
INSTRUCTIONS TO COMMANDERS/SUPERVISORS: This position vacancy announcement will be given the broadest possible dissemination.  A copy of this announcement will be posted on your unit/activity bulletin board.

THE ILLINOIS NATIONAL GUARD IS AN EQUAL OPPORTUNITY EMPLOYER: Eligible applicants will be considered without regard to race, sex, religion, national origin, or political affiliation.  Selection will be made from those applicants determined best qualified in terms principally involving experience, demonstrated ability/performance, training, character, conduct and attitude.
Questions concerning the contents of this notice may be directed to the Human Resource Office, telephone CML:  (217) 761-3732, DSN: 555-3732.
               Illinois National Guard vacancies can be viewed at http://www.il.ngb.army.mil.  Click for All Job Openings.
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