TECHNICIAN VACANCY ANNOUNCEMENT
HUMAN RESOURCE OFFICE

LOUISIANA NATIONAL GUARD

JACKSON BARRACKS

NEW ORLEANS, LA 70146-0330

POSITION TITLE/SERIES & GRADE           APPOINTMENT FACTORS          ANNOUNCEMENT NO.

Support Services Specialist, F8624000,                            EXCEPTED ENLISTED                 207-03 

GS-0342-07                                                                                                                                    OPENING DATE

                                                                                                                                                         18 NOV 03
LOCATION                                                            SALARY RANGE                         CLOSING DATE

122 ASOS, Camp Beauregard                                          $31,830 - $41,380                               UNTIL FILLED

Pineville, Louisiana                                                              PER  ANNUM   

AREA OF CONSIDERATION:  Enlisted members serving in the Louisiana National Guard. 

QUALIFICATIONS: 

    a.  GENERAL EXPERIENCE:  Administrative, professional, technical or other work, education or training which demonstrates a knowledge of administrative methods used in providing support services, planning and organizing work and skill in dealing with others in person-to-person work relationships.

    b.  SPECIALIZED EXPERIENCE:  Twelve (12) months of experience, education or training which provided the candidate with the Knowledge, Skills and Abilities listed below.

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED BY THE POSITION:     
    I.   Knowledge of ANG procedures relating to personnel programs (enlistments, officer appointments, officer and enlisted

          promotions, demotions, etc.), military records, training and awards and decorations.

   II.  Skilled in communicating effectively both verbally and in writing.

  III.  Skilled in operating on-line data systems and processing transactions in the Integrated Automated Orders System     

          (IAOS) and PCIII.

  IV.  Skilled in operating a personal computer, word processing equipment and electric typewriters.
    V.  Skilled in processing military pay, roll calls, travel vouchers and BAH certifications.

   VI.  Ability to analyze, coordinate and gather facts pertaining to specific personnel transactions. 

  VII.  Ability to supervise up to five traditional guardsmen.   
VIII.  Ability to interpret USAF, ANG, HQ and gaining command policies and regulations to personnel actions.  

EVALUATION PROCESS:  Applicants will be evaluated solely on the information provided in the application.  Experience will be evaluated based on the relevance to the position for which application is made and whether it is full-time or part-time.  In addition to experience, credit will also be given for military training and self-development, civilian and military awards and education.

NOTE:  THIS POSITION REQUIRES SATISFACTORY COMPLETION OF A MEDICAL SCREENING PRIOR TO PLACEMENT AS A PERMANENT TECHNICIAN.

NOTE:  THIS POSITION IS ALSO BEING ANNOUNCED AS AN AGR POSITION UNDER AGR VACANCY ANNOUNCEMENT NUMBER 40-03, CLOSING UNTIL FILLED.  PERSONNEL APPLYING FOR THIS POSITION AS AGR SHOULD DO SO UNDER THAT VACANCY ANNOUNCEMENT.

WE SUPPORT THE ARMY COMMUNITY OF EXCELLENCE

ALWAYS CARING FOR OTHERS AND THE ENVIRONMENT
TVA #207-03
MILITARY ASSIGNMENT:  Individual selected must be assigned to the 122nd ASOS of the LA ANG and occupy AFSC 3A0XX, 3S0X1, 3S2XX or 3S0X0 prior to placement as a permanent technician.  Excepted employees must wear the uniform prescribed by The Adjutant General and be enrolled in Direct Deposit (completion of FMS 2231) prior to placement as a technician.  Acceptance of the position constitutes concurrence with these requirements as conditions of employment.

SUMMARY OF DUTIES:  This position is located in the Administrative Section of an Air Support Operations Center, (ASOC) Squadron or an Air Control Party (ACP) Flight.  The purpose of the position is to direct and perform a wide variety of support services, i.e., administration, training, personnel, etc.  Plans, organizes, directs and coordinates the service functions associated with the administration section such as:  managing the publication distribution program, requisitioning, warehousing and distributing Air Force publications, technical orders and forms.  Responsible for the publications management program, ensures compliance with the Freedom of Information Act; inspects and surveys all office of record; ensures compliance with the Air Force documentation programs.  Prepares enlistments, reenlistments, separations and officer appointments.  Provides answers to questions concerning insurance, retirement, pay, drill requirements, etc.  Coordinates scheduling of needed facilities to support training requirements.  Monitors the progression of all personnel entered into the dual-channel on-the-job training program and counsels personnel as to their responsibilities, deficiencies and problem areas.  Schedules and coordinates Professional Military Education (PME) for the unit.  Establishes a test control office to administer controlled tests for personnel enrolled in mandatory or voluntary career development courses to include those for new enlistees.

HOW TO APPLY:  

    a.   National Guard technicians and members applying for vacancy must submit NGB Fm 300(LRA), SF 171 (or OF 612/Resume), OF 306 (must accompany OF 612/Resume), AGO LA FM 690-171-1 (Military Supplement) and AGO LA FM 690-171-2 (statement indicating how they attained and/or qualify in the Knowledge, Skills and Abilities listed previously).  Applicants applying for initial appointment must submit DD Form 214 for periods of Active Military Service (Title 10) performed.  All applications will be submitted to this headquarters, ATTN:  LANG-J1-HT, Building 35, Jackson Barracks, New Orleans, La 70146-0330.  Use of government postage paid envelopes for submission of applications is prohibited.

FAXED APPLICATIONS WILL NOT BE ACCEPTED FOR TECHNICIAN VACANCIES.

    b.  Applications must be received in this headquarters by the closing date indicated in this announcement.  National Guard units or this headquarters will furnish necessary applications forms on request.

NOTE:  SELECTEE MAY BE RESPONSIBLE FOR  PAYMENT OF ALL PERMANENT CHANGE OF STATION TRAVEL AND TRANSPORTATION EXPENSES DEPENDING ON FUNDING, AVAILABILITY OR RELATIVE IMPORTANCE OF AND/OR REQUIREMENTS OF THE POSITION.

THIS ANNOUNCEMENT WILL BE GIVEN THE WIDEST POSSIBLE CIRCULATION AND A COPY WILL BE POSTED ON BULLETIN BOARDS THROUGH THE CLOSING DATE.

ALL QUALIFIED APPLICANTS WILL RECEIVE CONSIDERATION FOR THE ABOVE POSITION WITHOUT DISCRIMINATION FOR ANY NON-MERIT REASON SUCH AS RACE, COLOR, SEX, RELIGION, NATIONAL ORIGIN, POLITICS, MARITAL STATUS, MEMBERSHIP OR NON-MEMBERSHIP IN AN EMPLOYEE ORGANIZATION, PHYSICAL HANDICAP OR AGE WHICH DOES NOT INTERFERE WITH JOB ACCOMPLISHMENT OR NATIONAL GUARD MEMBERSHIP WHEN REQUIRED.

P.O.C. FOR ADDITIONAL INFORMATION:  TSgt Latasha M. Goines~ (504) 278-8347/ DSN 485-8347





                        OC Steve Thompson~ (504) 278-8594/ DSN 485-8594

DISTRIBUTION:

B, E, G

S:  LANG-J1-HT (05)

     122 ASOS          (10)

