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CONTRACTUAL POSITION ANNOUNCEMENT
Individual Personal Services Contract


POSITION TITLE:  	State Distributive Learning Assistant Program Administrator/Classroom 
			   Manager

SALARY:                	$3954/Month 

CONTRACT TERM:  3 Months, renewable annually on federal fiscal years 

BENEFITS AND LEAVE:  	NONE PROVIDED

WORKSHIFT:        		VARIOUS

LOCATION:	Springfield, IL (with periodic travel to Distributive learning classrooms)

EXAMPLES OF WORK: The Assistant Program Administrator coordinates military training activities that deal with the Distributive Learning (DL) site operations in Illinois.  The Assistant Program Administrator coordinates military training activities with Institution and promotes the use of distributive learning opportunities. Works  with various commands to ensure Distributive Learning Training is coordinated.  The Assistant Program Administrator, in coordination with the Distance Learning Point of Contact will establish and market the execution of the Military Training Program,  the Not for Profit Shared Usage Program, and the For Profit Shared Usage Program.  This management will include literature development, office management, and incorporation of new technology into the Illinois Distance Learning Program. Assistant Program Administrator will review travel request and make recommendation to program administrator. Assistant Program administrator is also responsible for Springfield classroom.  This will involve all activities involving the Distance Learning Classroom prior to and during training events or conferences. To include but not limited to all aspects of training within the Springfield classroom.  These responsibilities will include the maintenance and upkeep of the assigned Distance Learning Classroom.  This will also include the updating or loading of necessary software for scheduling events.  The work schedule for this position will be flexible and may involve weekend hours.  The classroom are available to be scheduled for anytime between the hours of 0800 to 2000 weekdays but may, on special occasions, be scheduled on weekends.  A classroom manager must be on hand for every shared used scheduled event.  Performs routine program administration work.  Work involves assisting in establishing program goals and objectives; assisting in developing program guidelines, procedures, policies, rules, and regulations; assisting and developing priorities and standards for achieving program goals; and assisting and evaluating program activities. Also assist in maintaining 100% accountability of all Distributive learning equipment throughout the state.  Works under moderate supervision with limited latitude for the use of imitative and independent judgment.  Works from the Springfield Location but will require periodic travel to all IL Distributive Learning Classrooms as required.  Performs other related work as assigned. 
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QUALIFICATIONS: Requires high school diploma or equivalent.  Requires knowledge, skills, and mental development equivalent to graduation from an accredited four-year college or university preferable with major course work in Information Technology, Management of Information Systems, or Network Management.  Requires experiences in the administration of a program relevant to assignment.  Requires ability to administer and evaluate administrative policies and procedures.  Requires the ability to supervise others.  Requires knowledge of principles and practices of public administration and management.  Requires ability to establish goals and objectives.  Requires ability to devise solutions to administrative problems.  Requires ability to develop and evaluate administrative policies and procedures.  Requires ability to supervise others.  Requires possession of a valid driver’s license.

Requires active or retired (minimum of 20 yrs) membership in the Illinois National Guard or retired (minimum 20 yrs) US Armed Forces, if last duty assignment was with the Illinois National Guard.

ALL APPLICATIONS MUST BE COMPLETE: Those applications that are received missing any required information or documents will NOT be considered.
  
DOCUMENTS THAT CANNOT BE ACCEPTED: Photographs, copies of position descriptions, performance ratings, awards, and letters of reference and/or appreciation.

EQUAL OPPORTUNITY:  The Department of Military Affairs is an Equal Opportunity Employer.  Selection for this position will be made without regard to race, religion, age, national origin, sex, political affiliation, marital status, member, or non-membership in an employee organization or any other non-merit factor.


WHERE TO APPLY: Interested applicants must complete an FM 115-R application and submit by the closing date by faxing to (217) 761 3337 or sending to: 

SSG Mitchell G. Herren 
ILARNG Plans Operations Training
1301 N. MacArthur Boulevard
Springfield, Illinois 62702-2399

Contact the ILARNG POTO Office at (217) 761-1232 or DSN 555-1232 for additional information or to obtain an FM 115-R application.  Applications may also be obtained by visiting our website at www.il.ngb.army.mil (Job Openings, Employment Forms, FM 115-R).



DATE POSTED:  		15 June 2012


DATE CLOSES:  		28 June 2012
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