**TO BE REMOVED BY AUTHORIZED PERSONNEL ONLY**
Announcement Number 16-033
DEPARTMENT OF MILITARY AFFAIRS

State of Illinois

Springfield, Illinois

An Equal Opportunity Employer

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

POSITION TITLE:

Procurement Representative 
SALARY RANGE:

$3,027.00 - $4,223.00/Monthly

POSITION LOCATION:

Camp Lincoln




Springfield, Illinois

WORK SHIFT:


800AM-430PM




Monday-Friday


BARGAINING UNIT:

RC-014
EXAMPLE OF WORK: Under general supervision of the Agency Procurement Officer, serves as a lead worker coordinating Illinois Air National Guard (ILANG) procurement activities, both routine and complex; prepares an array of procurement documents including specifications, formal bid requests and reports in conformity with the authorizations, procedures and centralized purchasing division of the Department.
REQUIREMENTS: Requires knowledge, skill and mental development equivalent to the completion of four years of high school, including or supplemented by completion of commercial courses.  Requires three years’ experience in work relating to procurement of supplies and services.  Requires extensive knowledge of the kinds and grades of supplies used by state agencies.  Requires extensive knowledge of office methods and procedures.  Requires working knowledge of the state procurement methods and procedures.  Requires working knowledge of the application of elementary bookkeeping principles to the keeping of procurement records.  Requires working knowledge of commercial arithmetic.  Requires ability to establish and maintain favorable public contracts.  Requires ability to prepare reports of procurement activities.  Requires ability to operate regular office machinery and equipment.  Must acquire and maintain a Common Access Card issues 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 to the Department of Military Affairs, State Personnel, 1301 N. MacArthur Blvd., Spfld., IL 62702 or by faxing  to 217/761-3418.  Current state employees seeking a promotion should also submit a CMS 100B to CMS (address found in upper left hand corner of CMS 100B) to receive a promotion grade.  Candidates must submit an application to Central Management Services (CMS) to receive a qualifying grade prior to the close of the posting period.  The Vacancy/Bid Form, Transfer Form, CMS 100 Application and CMS 100B Application can be obtained by visiting the CMS website at www.work.illinois.gov and select “Forms”.

NON-STATE EMPLOYEES: This position requires a current grade from Central Management Services (CMS), Division of Examining and Counseling, to be deemed qualified and available for employment consideration.  For more information, please refer to CMS, Division of Examining and Counseling at (217) 782-7100, (217) 785-3979, (TDD/TYY) (800) 526-0844 or the www.work.illinois.gov website for State of Illinois Employment Procedures.

FOR ADDITIONAL INFORMATION:  Contact Julie Gillmore at (217) 761-3633.

DATE POSTED:

22 January 2016
BIDDING CLOSES:

4 February 2016
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.
