**TO BE REMOVED BY AUTHORIZED PERSONNEL ONLY**
Announcement Number 17-009
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:

Military Administrative Specialist 
SALARY RANGE:

$2,935.00 - $4,065.00/Monthly
POSITION LOCATION:

Camp Lincoln/Mailroom
                                                     1301 N. MacArthur Blvd.




Springfield, Illinois

WORK SHIFT:


800AM-430PM




Monday-Friday


BARGAINING UNIT:

AFSCME, RC-062
EXAMPLE OF WORK: Under general direction of the Support Services Supervisor, responsible for the administration and management of the mail division for the Agency and the Central Headquarters of the IL National Guard.  Signs for all accountable items that are received or dispatched for the operation; including receipt and handling of packages containing military weapons and other highly sensitive military equipment and classified items.  Requires a secret military security clearance.  
REQUIREMENTS: Requires active or retired (minimum 20 years) membership in the Illinois National Guard or Armed Services.   Requires knowledge, skill, and mental development equivalent to the completion of high school and two years office experience, or two years of independent business experience.  Requires a secret military security clearance and knowledge of receiving and distributing secret and highly confidential materials.  Must have a thorough working knowledge of the organizational structure of the Agency, as well as military units.  Requires knowledge of mathematics, grammar, and ability to read.  Requires ability to lift and carry 50 pounds, i.e., heavy boxes, supplies, etc.  Requires being on feet for long periods of time.  Requires possession of appropriate valid driver’s license.  Must successfully complete required training to be a certified mail handler within the first 90 days of employment.  Must acquire and maintain a Common Access Card issues by Department of Defense for computer access.

WHERE TO APPLY:
Current State Employee: Must submit a Notice of Interest in Vacancy/Bid Form, Transfer Form – AFSCME these forms can be found on the www.work.illinois.gov and select “Forms” and FM115R Application can be found on http://www.il.ngb.army.mil/. Mail forms to Department of Military Affairs, State Personnel Office, 1301 N. MacArthur Boulevard, Spfld, IL 62702-2399, or fax them to 217/761-3418.  Note: Applications submitted on forms issued prior to the 7/2015 revision will NOT be accepted.
Non State Employees: Must complete and submit an FM115-R application before the closing date to the Department of Military Affairs, State Personnel Office, 1301 N. MacArthur Boulevard, Spfld, IL 62702-2399. Applications can also be faxed to 217/761-3418.  Contact the State Personnel Office at (217) 761-3633 or DSN 555-3633 for additional information.  Applications may be obtained by visiting our website at http://www.il.ngb.army.mil/ , (select “Jobs”, “HRO” from the drop down menu, “Employment Forms” on left hand side, select “Military Exempt Employment Application (FM115-R)”). Note: Applications submitted on forms issued prior to the 7/2015 revision will NOT be accepted. 
FOR ADDITIONAL INFORMATION:  Contact Janice Estes at (217-761-3786)
DATE POSTED:

05 October 2016
BIDDING CLOSES:

19 October 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.
