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

POSITION TITLE: PERSONNEL SERVICES NCO     CLOSING DATE:  27 August 2014

UNIT/DUTY LOCATION:  HQ 766 EN BN, 5500 OCEAN TRAIL, DECATUR, IL 62521

RANK/GRADE OF POSITION:  E-7 / SFC                                   DUTY MOS:   42A4O

SELECTING OFFICIAL:  CPT Elizabeth Bickett                    PHONE:  309-761-3112
*****************************************************************************************************
ELIGIBILITY REQUIREMENTS TO BE CONSIDERED FOR THIS POSITION:

· Applicants must be the same grade as advertised lateral position.
· Applicants must have Duty MOS or meet the requirements to acquire the MOS.
· NON MOSQ Personnel have 1 year from the date of assignment to become MOSQ.

To Apply:  Provide current biographical sketch, copy of last 3 NCOERs, updated and certified copy of  Enlisted Review Brief (ERB), copy of DA Form 705 last 3 years and copy of current DA Form 5500/5501 (if applicable).  Ensure a copy of Official DA Photo is in iPERMS.  Submit packet to Selecting Official, 5500 Ocean Trail, Decatur, IL 62521-8778
*****************************************************************************************************
SUMMARY OF DUTIES

  Types letters, endorsements, disposition forms, memorandums, messages, officer and enlisted evaluation reports, and other documentation as required.  Drafts such directives as SOP's, letters of instruction, and implementing procedures pertaining to military personnel and administration.  Advises, assists, and counsels the commander, the staff, and other NCOs and soldiers on personnel matters.  Collects, prepares, and distributes data pertaining to personnel and personnel operations and procedures.  Serves as liaison between personnel servicing activity, finance office, and subordinate Companies.  Reviews and consolidates reports, statistics, and personnel actions submitted to higher headquarters.  Advises the commander on personnel strength, shortages, and overages.  Reviews enlisted promotion packets, and disposition of packets after convening of promotion board.  Establishes work priorities, organizes work schedules, and assigns duties.  Prepares and conducts training programs, evaluates personnel performance, counsels personnel, and prepares evaluation reports.  Supervises maintenance of office files, publication library, the requisitioning, storage and issue of blank forms.  Monitors processing of discharges, and suspension of favorable actions and other unfavorable actions.  Battalion level PSNCOs will conduct assistance visits a minimum of once per month to all units subordinate to the Battalion except for units which are widely scattered geographically.  


DISTRIBUTION:
A
