**TO BE REMOVED BY AUTHORIZED PERSONNEL ONLY**
Announcement Number 17-004
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:

Public Service Administrator Opt.2
SALARY RANGE:

$3,116.00 - $9,765.00/Monthly

POSITION LOCATION:

Camp Lincoln




Springfield, Illinois

WORK SHIFT:


800AM-430PM




Monday-Friday
BARGAINING UNIT:

N/A


EXAMPLE OF WORK: Under general direction of the Director, Comptroller Division, serves as Assistant Comptroller for the Agency performing complex fiscal operations and accounting work. Performs work related to budget, payroll and financial reporting.
REQUIREMENTS: Requires knowledge, skills and mental development equivalent to the completion of four years of college, with courses in business administration and accounting. Requires three years of progressively responsible experience in a public or business organization to include two years of progressively responsible professional experience in accounting, external auditing, budgetary planning and control of public accounting. Requires extensive knowledge of accounting and auditing theory, principles, methods and procedures. Requires extensive knowledge of laws, rules, and regulations relating to State or non-state accounting and auditing procedures including GAAP reporting. Requires working knowledge of office methods, procedures, standard office accounting machines and equipment. Requires extensive knowledge and experience and computer capabilities, usage and of computer software specifically Excel. The position is primarily sedentary, although some slight physical effort may be required. 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., Springfield, 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”.  Note: Applications submitted on forms issued prior to the 10/2014 revision will NOT be accepted.
NON STATE EMPLOYEES: To be considered for open competitive eligibility for this title, you must be deemed qualified by Center Management Services (CMS).  Public Service Administrator Opt. 2 is currently a closed exam that CMS does not test for on a regular basis. You must submit a CMS-100 application for grading for this title by mailing it 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. CMS-100 Application forms can be obtained by visiting the CMS website at www.work.illinois.gov and select "Forms".  Note: Applications submitted on forms issued prior to the 10/2014 revision will NOT be accepted.
FOR ADDITIONAL INFORMATION:  Contact Janice Estes at (217) 761-3786.

DATE POSTED:

14 July 2016
BIDDING CLOSES:

27 July 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.
