	Virgin Islands National Guard

Joint Force Headquarters VING

AGR Vacancy Announcement

VIRGIN ISLAND AIR NATIONAL GUARD

Announcement Number: 017-09

	Tour Length: 2  Year


	
	Opening Date: 

23 Mar 2009

	  Closing Date:

30 April 2009



	         FUNCTIONAL CODE: 

4751WM


	GRADE

Mil Rank:

SSG/TSGT

E5/E6
	Unit Location:

JFHQ-VING, 

ST. CROIX, USVI 
	Position/AFSC:
KNOWLEDGE OPERATIONS MANAGEMENT( INFORMATION MANAGEMENT)

AFSC:  3A051/3A071



	
	
	Selecting Official:

CMSGT WILLETTE F. LEWIS


	

	


This Position is Open to individuals eligible to become a member of the VI Air National Guard

ELIGIBILITY/NOTES  

Military Membership Requirements: This position is located at the Joint Force HQ-Virgin Islands Air National Guard. This is a full-time two year AGR tour.  The individual must be a U.S. citizen. The wearing of the military uniform and abiding by the customs and courtesies as prescribed by applicable Air Force Instruction are conditions of employment.

This position is advertised to all current members of the Virgin Islands National Guard, and any member who is eligible to become a member of the Virgin Islands Air National Guard. This vacancy will be filled under the provisions of Section 502(f), Title 32, United States Code. 
(2) AREA OF CONSIDERATION:  If selected the individual must meet initial eligibility requirements for the Air Force Specialty Code (AFSC) according to Air Force Enlisted Classified Directory (AFECD).  Applicants must meet physical standards IAW AFI48-123 Volumes 1 & 2. 
3)  PRIMARY DUTIES AND RESPONSIBILITIES: 
The primary purpose is to provide Knowledge Operations Management support to the JFHQ-VING-Air.  This individual provides leadership oversight to the unit orderly room functions.  The incumbent requires increased levels of quality and information management skills in order to accomplish mission objectives and work in close association with different section of senior J-Staff personnel, and other directorates. The member will serve as Orderly Room Manager, functioning as senior advisor to the Command Chief Master Sergeant, for all orderly room functions and information management (IM) support functions.  Formulates, develops, and directs the implementation of IM policies and procedures.  Recognizes need, initiates action, directs or personally formulates new administrative policies and procedures, and recommends changes designed to improve administrative efforts or services. Incumbent will services as the unit’s personnel database and automated orders system coordinator utilizing the Automated Orders Writing System. Performs duties used to maintain the integrity and security of database elements and information services.   Ensures electronics records maintained on the LAN are preserved, and disposed in accordance with established Air Force Directives. Individual will be responsible for the generation of  numerous queries and reports utilizing centralized personnel databases, which include working and tracking of Command Staff programs, force management, training requirements, and awards and decorations.   Manage all JFHQ-VING-AIR personnel programs including family readiness, medical/dental records, leave/TDY, physical fitness, awards/decorations, emergency leave, publications, forms, adverse actions, performance appraisal system, line of duty investigations, and unit file system.  Prepares correspondence, reports and request for full time personnel actions, to include promotion request, maintains a policy book that outlines the policies from all higher headquarters. This individual will provide administrative support to Senior Staff Manager at the JFHQ-VING.  Processes documentation for pay and allowances, enlistment extensions, maintain personnel mobilization documentation, publication of alert rosters, and other administrative tasks as required.  Provide personnel strength accounting, casualty/replacement(s) reporting and coordinate postal and finance services. 
(4)  MILITARY ASSIGNMENT/DUTY LOCATION: 

Knowledge Operations Management AFSC-3A051/3A071 – JFHQ- Virgin Islands National Guard           

(5)  EVALUATION/SELECTION CRITERIA:  Each applicant’s record will be reviewed by the

Human Resources Office for administrative correctness, and to affirm overall eligibility requirements.  Those personnel found eligible will be referred to the AGR Selection/Nomination Board.  AGR Selection/Nomination Board must determine the best-qualified applicants for the position IAW ANGI 36-101.

 (6)  QUALIFICAION REQUIREMENTS:
a. Must be a federally recognized member of the ANG/ARNG with at least five years remaining in an active military status before completing 20 years of Active Federal Service, or mandatory removal date, whichever comes first.

b.   Must be medically qualified IAW AFI 48-123, individuals 40 years or over must include

      current EKG.

c.   Must have a Secret security clearance, or higher.  


 d.   Must be fully AFSC qualified in accordance with AFECD.

 e.   Must meet other eligibility requirements for AGR service under provision of AFI36-101.

 f.    Knowledge of Postal procedures, a plus.

 g.   Certified in A+ Core Hardware, and A=Operating System

 h.   Experience working at the Joint Forces Headquarters level a plus, but not necessary.
(7)  APPLICANTS FOR VIANG POSITIONS ARE REQUIRED TO SUBMIT:


a.   One copy of NGB Form 34-1 (Application for Active Guard/Reserve

                  (AGR) position). (If mailed. or hand delivered, one original, and one copy.)
b. Air Force Form 522, Retirement Points Records, or service equivalent.
c. One copy of OF612 or  resume and/or statement of civilian/military experiences and education.
d. Copy of Armed Forces of the U.S. Report Transfer or Discharge and/or

                  other official documentation to verify active service, DD Form 214 or NGB Form 22).

 e.  Air Force Record Review, from VMPF web site, or other service equivalent to Personnel                 record.       
 f.  Applicants should submit letters of commendation, awards, certificates of achievement,               etc.

            g.   Copy of latest 3 NCO Evaluation Reports (if applicable).

             h.  Air Guard Physical Fitness Test results current within 12 months.
             i.   DD Form 2808 & 2807-1, Report of Medical Exam.  Physical must be current within

                  24 months, and a HIV test not older than 6 months.
              j.  AF Form 422, (profile series report), or service equivalent.    

 (8)  COMPLETION OF APPLICATION:

Applicants must type or print in legible dark ink, SIGN AND DATE each application. Failure to sign and date these forms in ORIGINAL SIGNATURE will result in non-consideration. Fax will not be accepted. Applications can be scanned and email to:  CMSGT Willette F. Lewis, or CPT Jamie T. Cook  Please call to make sure we receive your email applications. Applications will only be accepted if they are physically received in the Human Resource Office by 1630 hours on the closing date of the vacancy announcement.  No exceptions will be made.  Any questions please call:  CMSGT WILLETTE LEWIS at (340) 712-7716, EMAIL:  Willette.Lewis@vi.ngb.army.mil,  or CPT JAMIE COOK at (340) 712-7753 or EMAIL:  Jamie.Cook@US.Army.mil
 (9)  EQUAL EMPLOYMENT OPPORTUNITY:

THE VING IS AN EQUAL OPPORTUNITY EMPLOYER.  ALL APPLICANTS WILL RECEIVE 

CONSIDERATION FOR THE ABOVE POSITION WITHOUT REGARD FOR ANY NON-MERIT

REASON SUCH AS RACE, COLOR, RELIGION, SEX, NATIONAL ORIGIN, PLACE OF BIRTH,

POLITICAL PREFERENCE, MARITAL STATUS, OR AGE.

Full-Time Military Vacancy Announcement 010-07
(10)  OTHER INFORMATION/REQUIREMENTS:


a.  Individuals who have been voluntarily separated from the AGR Program are not eligible to

             re-enter into the program for one year after separation date.  Individuals involuntarily         
             separated are ineligible. 


b.   Must be able to participate with unit of assignment during all periods of IDT and AT.
       c.  Please include you cell, and work phone number on your resume.











CAROLYN Y. LANCLOS






MAJ, VING







Director, Human Resources 


