LATERAL POSITION VACANCY (LAT108)
ACTIVE GUARD/RESERVE (AGR) IL ARNG 
(FOR IL ARNG (T32) ON BOARD ARNG AGR SOLDIERS ONLY)
 

POSITION TITLE:  Human Resources NCO		   CLOSING DATE:  30 August 2016

UNIT/DUTY LOCATION:  HQ 108th Sustainment Brigade, 1551 N. Kedzie Avenue, Chicago, IL 60651-2434
[bookmark: _GoBack]	
RANK/GRADE OF POSITION:  E6 / SSG                 DUTY MOS:   42A3O                                              

SELECTING OFFICIAL:  MAJ Leonard Williams	        	    PHONE:  708-824-5108
***************************************************************************************************************
ELIGIBILITY REQUIREMENTS TO BE CONSIDERED FOR THIS POSITION:
· Applicants must be the same grade as advertised lateral position.
· Applicants must hold the identified MOS or meet the requirements to acquire it.
· Non-MOSQ personnel have 1 year from the date of assignment to become MOSQ.
To Apply:  NGIL Form 85 dated October 2014, Biographical Sketch, Copy of last 3 NCOERs, Certified Copy of  Enlisted Review Brief (ERB), copy of a current DA Form 705 and copy of current DA Form 5500/5501 (if applicable).  Ensure a copy of Official DA Photo is in iPERMS.  Submit packet to NGIL-HRO-AGR, ATTN: SGM Burris, 1301 N. MacArthur Blvd, Springfield, IL 62702-2317. 
******************************************************************************************************
SUMMARY OF DUTIES
 Prepares memorandums, tracks officer and non-commissioned officer evaluation reports and other personnel reports as required.  Draft such directives as SOPs, letters of instruction, and implementing procedures pertaining to military personnel and administration.  Advise, assist, and counsel the commander, the staff, and other NCOs and soldiers on personnel matters.  Collect, prepare, and distribute data pertaining to personnel and personnel operations and procedures.  Serve as liaison between personnel servicing activity, finance office and subordinate Battalions.  Review and consolidate reports, statistics, and personnel actions submitted to higher headquarters.  Prepare appropriate recommendations for the commander’s decision.  Advise the commander on personnel strength, shortages, and overages.  Review enlisted promotion worksheets and makes updates as needed.  Establish work priorities, organizes work schedules and assigns duties. Prepare and conduct training programs, evaluates personnel performance, counsels personnel, and prepares evaluation reports.  Supervise maintenance of office files and acquiring required publications and forms, as needed. Monitor processing of discharges and suspension of favorable actions and other unfavorable actions.  Supervise preparation of separation, retirement, and re-enlistment documentation.  Prepares personnel portion of Unit Status Report.  Actively support unit retention and recruiting programs.  Attend all MUTAs, ATs, schools, etc., as required.  Keep the commander informed on the status of all personnel matters and take an active role in managing the preparation for the correction of Command Readiness Inspection requirements/deficiencies.  Provide assistance and advice to unit personnel in correcting all types of deficiencies noted. Provide supervisory guidance and assistance to subordinate units.
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