
Personal Services Contract

POSITION TITLE:
RECRUITMENT/PLACEMENT/MENTOR COORDINATOR


SALARY:                 
$4005/MONTH
WORKSHIFT:        
VARIOUS
LOCATION:

Rantoul, Illinois
LCA #09-007
AREA OF CONSIDERATION:  No Restrictions.  

EXAMPLE OF WORK: Under the general direction of the Deputy Director, coordinates and supervises all Recruitment, Placement and Mentor departmental affairs for the Lincoln’s Challenge Academy; including the recruitment of cadets and mentors, post resident mentoring, marketing, and outreach strategies.  Responsible for, and manages activities and performance of RPM Assistants, RPMl Administrative Assistants, Mentor Coordinator, Case Manager Supervisor, and Case Managers assigned.  Establishes cadet recruiting mission targets and conducts after action reviews for pre and post mission with Regional Coordinators.  Supervises and directs assigned personnel in the goals and objectives of post resident case management issues, to include mentor contact, distribution of graduate allowances, and monitoring cadets that receive scholarships.  Serves as the proponent authority for policies, procedures and regulatory guidance associated with the functions of the Recruitment/Placement/Mentor (RPM) Coordinator position.  Develops plans, policies, procedures and other guidance necessary to implement and execute the duties, responsibilities and functions of the RPM Coordinator enumerated in this position description and subordinate position descriptions.  Ensures standardization and compliance of academy policies standard operating procedures by conducting quarterly inspections of all areas of responsibility.  Ensures post resident mission is properly and efficiently executed through the management and supervision of pre and post resident programs.  Conducts performance evaluations of all assigned personnel.  Exercises disciplinary discretion and issues performance and/or counseling feedback as needed, to include recommendations regarding dismissals.  Performs staff training and provides direction in maintaining information concerning graduate allowance distribution and mentor tracking.  Monitors and conducts reviews of subordinate case files for accuracy and completeness and monitors case management progress to ensure timeliness.  Monitors the graduate allowance distribution program and scholarship allocations for accuracy and completeness for Director approval.  Releases verification of all graduate allowance checks and distribution of the Illinois Community College Board Scholarship.  Coordinates activities with department supervisors on cadet objectives when necessary.  Receives, reviews, and forwards when necessary, all incoming correspondence, publications, regulations, and directives while safeguarding sensitive items.  Provides appropriate suspense to correspondence and other office tasks.  Researches and replies to inquiries within the department to include outside agencies.  Establishes and maintains an office distribution system.  Distributes correspondence and reports in a timely manner.  Maintains file security and ensures adherence to established regulations and directives.  Consolidates and submits all logistical and supply requests.  Performs other duties as required or assigned which are reasonably within the scope of duties enumerated above.  

LCA #09-007   (cont’d)

REQUIREMENTS: Requires the knowledge, skill, and mental development equivalent to four years of college and two years of administrative civilian or military experience.  Desired Qualifications:  Bachelor’s degree in a social service or science area or business administration, with course work in management, sales, marketing, public speaking, and human relations.  Requires extensive knowledge and experience of the community and youth service network.  Requires excellent oral and written communications skills, the ability to speak to both small groups and one to one counseling, and experience in customer service.  
Must interact well with outside agencies and handle the public in a positive and sensitive manner.  Requires ability to lift and carry 50 lbs., i.e., heavy boxes of files and supplies, etc.  Requires a valid Illinois driver’s license.

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 appreciation.

EMPLOYMENT STIPULATIONS:  This is an announcement for a Personal Services Contract for the Lincoln’s Challenge Academy and the State of Illinois.  The contract does not provide for medical, dental or life insurance and state retirement plans are not available.  Specific questions regarding benefits should be directed to the point of contact on this announcement.

EQUAL OPPORTUNITY:  The Lincoln’s Challenge Academy 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 SUBMIT: Applications must arrive no later than the closing date specified on this announcement.  Call or e-mail and receive a DMAIL-LCA Form 210 (Employment Application), complete and mail or fax to:

Lincoln’s Challenge Academy

ATTN:  Human Resource Manager/Ms. Denise Schlueter
205 Dodge Avenue

Rantoul, IL  61866

(217) 892-1302

FAX: (217) 892-1384
denise.schlueter@us.army.mil
DATE POSTED:  12 August 2009 

DATE CLOSED:  11 September 2009 
DEPARTMENT OF MILITARY AFFAIRS
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