Announcement Number 13-008  

DEPARTMENT OF MILITARY AFFAIRS
State of Illinois, Springfield, Illinois

CAREER OPPORTUNITY VACANCY FORM
An Equal Opportunity Employer
			
The Department of Military Affairs is inviting application for the following position:

DATE POSTED:	      November 19, 2012			      BIDDING CLOSES:     December 4, 2012


POSITION TITLE:	Senior Public Service Administrator, Opt II

SALARY RANGE:	$4,295 - $10,500 (BBR)

POSITION LOCATION:   Camp Lincoln- Comptroller’s Office
			          Springfield, IL 

WORK SHIFT:                Monday – Friday, 8:00 AM - 4:30 PM

BARGAINING UNIT:       EX-000	(EXEMPT)	

[bookmark: OLE_LINK1][bookmark: OLE_LINK2]EXAMPLE OF WORK: Subject to administrative approval, performs highly responsible administrative and management work.  As Agency’s Comptroller, is engaged in budgetary planning and current and future financial and fiscal needs and programs. Represents the Department in meetings and at Legislative Committee sessions.  Supervises professional, technical and clerical staff engaged in budgetary planning and control.  Supervises preparation of annual departmental budget.  Assures availability of funds prior to expending of any state funds including the approval of all contracts for repair and maintenance of armories. This position is 4d(3) exempt, which means it is exempt from jurisdiction B, Merit & Fitness, of the personnel Code.  

REQUIREMENTS: Requires knowledge, skills and mental development equivalent to the completion of a Master’s degree in business administration or accounting.  Requires two years of administrative experience in business administration, public or private accounting, auditing and financial field.  Requires thorough knowledge of the principles of accounting and laws, rules and regulations relating to state or non-state accounting systems and procedures.  Requires thorough knowledge of the maintenance of accounting records and the preparation and analysis of financial statements.  Requires working knowledge of statistics and economics as they relate to department financial operations.   Requires working knowledge of the operation of the department in order to successfully apply policies and procedures to the recording and auditing of accounts.  Requires working knowledge of computer capabilities, usage and computer equipment. Requires ability to supervise, direct, train and coordinate4 a professional, paraprofessional and clerical staff engaged in accounting and auditing activities. Ability to interpret departmental policies and procedures.  Ability to supervise the preparation of detailed financial statements. Ability to establish and maintain successful working relationships with other employees and the public and to deal tactfully with controversial problems.  The position is primary sedentary; however may require being on feet for long periods of time. Requires visual acuity in order to read printed and handwritten materials, manuals, instructions, and financial records.    

HOW TO APPLY:  

CURRENT STATE EMPLOYEES: Submit a CMS 100 to Janice Estes, Department of Military Affairs, 1301 N. MacArthur Blvd, Spfld, IL 62702 or by faxing to (217) 761-3418.  The CMS 100 application can be obtained by visiting the CMS website at www.work.illinois.gov and selecting “FORMS”.  

 

FOR ADDITIONAL INFORMATION: Contact Janice Estes at (217) 761-3786


Printed by the authority of the State of Illinois 
