**TO BE REMOVED BY AUTHORIZED PERSONNEL ONLY**
Announcement Number 16-004

DEPARTMENT OF MILITARY AFFAIRS

State of Illinois

Springfield, Illinois

An Equal Opportunity Employer

The Department of Military Affairs is inviting application for the following position:

POSITION TITLE:

Administrative Assistant I
SALARY RANGE:

$4,159.00-$6,218.00/Monthly
POSITION LOCATION:

Camp Lincoln-Facilities




Springfield, Illinois

WORK SHIFT:


800AM – 430PM
BARGAINING UNIT:

AFSCME, RC-028-17
EXAMPLE OF WORK: Under general direction of the Construction and Facility Officer (CFMO), serves as staff assistant; performs highly important, technical administrative functions of a routine and of highly confidential nature; assists in the coordination of programs and special projects.
REQUIREMENTS: 
Requires knowledge, skill and mental development equivalent to the completion of four years of college, preferably with coursework in public or business administration.  Requires one year of professional experience in a public or private organization.  Prefer knowledge of state and federal (DOD) personnel procedures, asset management and written correspondence.  Working knowledge of office procedures and programs.  Requires knowledge of computer capabilities, usage and of computer equipment and software, including Microsoft Windows and the Office Suite of Applications.  Position is primary sedentary; however, may require being on feet for long periods of time.  Requires ability to lift and carry 50 lbs., i.e., heavy boxes of files and supplies, etc.
Must acquire and maintain a Common Access Card issued by Department of Defense for computer access. 
HOW TO APPLY: 
CURRENT STATE EMPLOYEES: Submit a Notice of Interest in Vacancy/Bid Form, Transfer Form and CMS-100 or CMS-100B Application to the Department of Military Affairs, State Personnel, 1301 N. MacArthur Boulevard, Springfield, IL 62702 or by faxing to 217-761-3418 by the closing date.   Current state employees seeking a promotional grade should submit a CMS 100B to Central Management Services (CMS), (address in the upper right corner of the application) to receive a promotional grade.  CMS-100 or CMS-100B Applications, Vacancy/Bid Form and Transfer form can be obtained by visiting the CMS website at www.work.illinois.gov and select “FORMS:”
NON STATE EMPLOYEES: To be considered for open competitive eligibility for this title, you must be deemed qualified by Center Management Services (CMS).  The Administrative Assistant I is currently a Closed B Exam that CMS does not test for on a regular basis. You may submit an online application for grading for this title or mail an application to Capital City Center, 130 West Mason Street, Springfield, IL or to James R. Thompson Center, 100 W. Randolph Street, Ste. 3-300, Chicago, IL 60601. Applications will be maintained on file until an agency requests that the title be opened for testing OR a maximum of one year. Once opened all applicants on file that meet the minimum qualifications will be notified of the scheduled test dates to report to the nearest CMS Assessment Center to take the automated multiple-choice test. You will need to bring a completed online or CMS-100 employment application with you. Applicants will not be allowed to test without a completed application.

FOR ADDITIONAL INFORMATION CONTACT: Janice M. Estes, State Personnel Office, 217-761-3786.

DATE POSTED:

30 July 2015
DATE CLOSES:

12 August 2015
Printed by the authority of the State of Illinois
*In compliance with the Americans with Disabilities Act and the Illinois 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 selections process.  Applicants wishing to request a reasonable accommodation should contact the State Personnel Office at (217) 761-3786.
