**TO BE REMOVED BY AUTHORIZED PERSONNEL ONLY**
Announcement Number 15-009
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:

$2,611.00 - $4,975.00/Monthly

POSITION LOCATION:
Capital ANG – Civil Engineering





Springfield, Illinois
WORK SHIFT:

Daytime in Accordance with Base Operations
BARGAINING UNIT:
AFSCME -RC-062
EXAMPLE OF WORK: Under general supervision of the Facility Manager (FM) and Base Civil Engineer (BCE), is responsible for managing daily correspondence, facility and project records, maintaining the ILANG Civil Engineering regulations library, and supporting employees with ILANG software and computer systems. 

REQUIREMENTS: Requires active or retired (20 yrs.) membership in the Illinois National Guard or retired (minimum 20 yrs.) US Armed Forces, if last duty assignment was with the Illinois National Guard.  Requires knowledge, skill, and mental development equivalent to completion of four years of high school.  Requires three years of military/administrative experience.  Requires basic knowledge of standard office procedures and the ability to interpret general direction.  Requires knowledge of National Guard Civil Engineering training and mobilization procedures and requirements.  Requires ability to use MicroSoft Office Suite including but not limited to Power Point, Excel, Word and Access.  Requires strong communication skills both written and oral.
Must acquire and maintain a Common Access Card issued by Department of Defense for computer access.

WHERE TO APPLY: Interested applicants 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.  Contact the State Personnel Office at (217) 761-3786 or DSN 555-3786 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)”).
DATE POSTED:
27 August 2014
DATE CLOSES:
15 September 2014
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.
