Announcement Number 14-028
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:

POSITION TITLE:

Account Clerk II 
SALARY RANGE:

$2,798.00 - $3,840.00 Monthly
POSITION LOCATION:
Camp Lincoln, Facilities Division 




1301 N. MacArthur Blvd, Springfield IL
WORK SHIFT:

Monday – Friday, 8:00AM – 4:30PM

BARGAINING UNIT:
RC-014



EXAMPLE OF WORK: Under direct supervision, performs specialized clerical work in preparing and maintaining financial files, documents and records; verifies accuracy of vendor invoices and vouchers; posts information from documents to an established journal/register; maintains a detailed ledger of Facility Management Branch vouchers and vendor invoices. 

REQUIREMENTS: Requires knowledge, skills and mental development equivalent to the completion of four years of high school plus one year of office experience, including bookkeeping work; working knowledge of bookkeeping principles; working knowledge of office methods and procedures; elementary knowledge of the principles and functions of standard office accounting machines and equipment; ability to apply bookkeeping principles; ability to make rapid and accurate arithmetic calculations either manually or by machine.

HOW TO APPLY:  CURRENT STATE EMPLOYEES:  Submit a Notice of Interest in Vacancy/Bid Form, Transfer Form, and CMS-100 or CMS-100B to: Dept. of Military Affairs, State Personnel Office 1301 N. MacArthur Blvd., Spfld., IL 62702 or fax to 217-761-3418.  Current state employees seeking a promotion should also submit a CMS-100B to Central Management Services (CMS), (address in upper right corner of application) to receive a promotional grade.  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”.

NON-STATE EMPLOYEES: This position requires a current grade from CMS, Division of Examining and Counseling, to be deemed qualified and available for employment consideration.  For more information, please refer to CMS, Division of Examining and Counseling at (217) 782-782-7100, (217) 785-3979, (TDD/TYY) (800) 526-0844 or the www.work.illinois.gov  website for State of Illinois Employment Procedures.

TESTING SCHEDULES:

Flexible Testing Schedule 


Capital City Center, 130 West Mason Street, Springfield IL, Monday-Thursday, 8:00AM-2:00PM 


James R. Thompson Center, Suite 3-300, 100 W. Randolph St., Chicago IL,  Monday-Thursday, 8:00AM-1:30PM


By Appointment Only


State Regional Office Building, 2125 South First Street, Champaign IL, (217) 278-3435


State Regional Office Building, 2309 West Main Street, Marion IL, (618) 993-7005


E.J. “Zeke” Giorgi Center, 200 South Wyman, Rockford IL, (815) 987-7004

FOR ADDITIONAL INFORMATION: Contact Ruth Moenck in the State Personnel Office at 217-761-3633.

DATE POSTED:
   
07 May 2014    

BIDDING CLOSES:     
20 May 2014
*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 217-761-3633.
Printed by the authority of the State of Illinois 

