
CONTRACTUAL POSITION ANNOUNCEMENT # PSC15-004
Individual Personal Services Contract 
An Equal Opportunity Employer

POSITION TITLE:  

Human Resources Assistant-Special Projects 



SALARY:                

$2,750.00/Monthly
CONTRACT TERM    
12 Months 
BENEFITS AND LEAVE:  
NONE PROVIDED

WORKSHIFT:        

Subject to Operational Needs
LOCATION:


Camp Lincoln, State Personnel Office




1301 N. MacArthur Boulevard





Springfield, IL 62702

DETAILS OF WORK TO BE PERFORMED:  Under direction, performs specialized clerical duties associated with human resources administration activities; work is coordinative in nature; regularly entails authorized access to information relating to the effectuation or review of collective bargaining policies or, in a confidential capacity, assisting those who effectuate the agency’s labor relations policies; checks completions on varied forms and documents; assures adherence to established criteria. Assists with establishing electronic files and documents on the shared drive; assists with payroll and time and attendance; assures adherence to established criteria; assists with file clean up by copying, scanning, filing, mailing documents, etc; assists with walk-in visitors and phone calls; performs other duties as assigned that are reasonably within the scope of duties outlined above.
REQUIREMENTS:  Requires knowledge, skill and mental development equivalent to the completion of high school and two years of related office experience; ability to type 45 WPM; be proficient in Microsoft Office Suite, including MS Word, MS Excel, MS PowerPoint, MS Access, and MS Exchange; ability to follow oral or written instructions; ability to operate commonly used manual and automated office equipment; ability to lift up to 25 lbs. 

Individual must be able to acquire and maintain Common Access Card (CAC). 

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

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 is 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) 761-3418 or sending to: 

State Personnel Office
1301 N. MacArthur Boulevard

Springfield, Illinois 62702-2399

Applications can be obtained by visiting our website at www.il.ngb.army.mil (Jobs, HRO, Employment Forms, FM 115-R).  Contact Janice Estes, State Personnel Office at (217) 761-3786 or DSN 555-3786 for additional information. 

DATE POSTED:  

22 June 2015
DATE CLOSES:  

26 June 2015
“In compliance with the Americans with Disabilities Act and the Illinois Human Rights Act, the State of Illinois as an employer strives to ensure accessibility to candidates throughout the employment process.  This includes, but is not limited to, the interview and selection process.  Applicants wishing to request a reasonable accommodation should contact the State Personnel Office at (217) 761-3633.
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