
CAREER OPPORTUNITY ANNOUNCEMENT

Personal Services Contract

POSITION TITLE:
ADMINISTRATIVE LOGISTICS SPECIALIST ASSISTANT I
SALARY:                 
$2,809.00/MONTH

WORKSHIFT:        
Monday – Friday 8:00 a.m. – 4:30 p.m.
LOCATION:

Rantoul, Illinois 

LCA #14-003
AREA OF CONSIDERATION:  No Restrictions/All Other Applicants  

EXAMPLE OF WORK: 
Under the direct supervision of the Admin/Logistics Specialist, is responsible for performing a variety of specialized logistical and clerical duties; including filing, typing, record processing, property book reconciliation, and data entry.  Performs logistical tasks including, but not limited to, supply issue and turn-in, warehousing and inventory, and record maintenance of supplies, equipment, and vehicles assigned to the program.  Conducts research on supply and equipment requests to obtain sufficient data for placement of requisitions through the USPFO.  Prepares documentation and DA forms to initiate state and federal requisitions.  Conducts backorder reconciliation and performs follow up when required.

Assists in performing periodic and annual inventory of supplies and equipment.  Monitors annual inventory schedules for hand receipt holders and provides updates when changes occur.  Conducts inventory assistance when required and notifies supervisor when inventory suspense items are not accomplished.  Reports inventory discrepancies to supervisor.  Acts as Receiving Agent for incoming supplies and equipment.  Moves property from receiving area to applicable storage locations.  Prepares hand receipts when equipment or supplies are issued.  Ensures storage areas are maintained in an orderly manner.  Assists with cadet clothing issue, turn in, and exchange and updates computer records reflecting those transactions.  Prepares post graduation reports reflecting total items issued and total losses. Assists in the management of the Lincoln’s Challenge Academy vehicle program; including dispatch, records maintenance, vehicle inspections, scheduling of vehicle maintenance and repairs, and transports vehicles to and from vehicle maintenance facility.  Prepares vehicle fuel and maintenance reports as required.  Performs other duties as required or assigned which are reasonably within the scope of the duties.

REQUIREMENTS: 
Requires knowledge, skill, and mental development equivalent to completion of high school.  Requires one year of office experience including supply and/or bookkeeping work.  Requires working knowledge of office practices, procedures, programs, and bookkeeping related to military supply operations.  Requires working knowledge of the principles and functions of office accounting machines, computers, and non-standard office equipment.  Requires ability to make rapid and accurate arithmetic calculations both manually and by machine.  Requires ability to communicate both orally and in writing.  Requires knowledge of the organization of the Department and its activities.  Requires ability to type varied and complex materials at 45 wpm.  Requires ability to lift and carry 50 lbs, i.e., heavy boxes of files and supplies, etc.  Requires valid Illinois drivers license
LCA #14-003 (cont’d)

 ALL APPLICATIONS MUST BE COMPLETE: Those applications that are received missing any required information or documents will NOT be considered.

DOCUMENTS THAT CANNOT BE ACCEPTED: Photographs, copies of position descriptions, performance ratings, awards, and letters of appreciation.

EMPLOYMENT STIPULATIONS:

· This is an announcement for a Personal Services Contract for the Lincoln’s Challenge Academy and the State of Illinois.  At this time, the contract does not provide for medical, dental or life insurance and state retirement plans are not available.  Specific questions regarding benefits should be directed to the point of contact on this announcement.

· Prior to hiring a federal background check for computer access is required.
EQUAL OPPORTUNITY:  The Lincoln’s Challenge Academy is an Equal Opportunity Employer.  Selection for this position will be made without regard to race, religion, age, national origin, sex, political affiliation, marital status, member or non-membership in an employee organization or any other non-merit factor.

WHERE TO SUBMIT:  Applications must arrive no later than the closing date specified on this announcement.  Call or e-mail and receive a DMAIL-LCA Form 210 (Employment Application) and a Release of Information Form, or obtain documents at our website:   www.lincolnschallenge.org
Mail or fax documents to:

Lincoln’s Challenge Academy

ATTN:  Human Resource Manager/Ms. Denise Schlueter

205 Dodge Avenue

Rantoul, IL  61866

(217) 892-1302

FAX: (217) 892-1384

denise.e.schlueter.ctr@mail.mil
DATE POSTED:  30 April 2014 

DATE CLOSED:  13 May 2014
DEPARTMENT OF MILITARY AFFAIRS


Lincoln’s ChalleNGe Academy








