UTAH NATIONAL GUARD

	ANNOUNCEMENT #
Army 04-224
	DATE

5 October 2004

	
	

	TITLE, SERIES, GRADE, PD

Human Resources Assistant (Military)
GS-0203-06                      70542000
	APPOINTMENT
Temporary Not to Exceed 6 January 2005

	

	SALARY RANGE                                 

GS-06 $29,761.00 to $38,694.00


	

	

	LOCATION OF POSITION
1/145th Field Artillery Battalion
Army Garrison Camp Williams, Riverton, Utah

	

	AREA OF CONSIDERATION:  Statewide.

	

	APPOINTMENT REQUIREMENTS:  Excepted

  Enlisted
	OPENING DATE

5 October 2004
	CLOSING DATE

19 October 2004

	MILITARY COMPATIBILITY: Selectee must be assigned to appropriate AFSC/MOS/SSI prior to assignment 

      ENL:   MOS 42 A, F, L.

	PROMOTION POTENTIAL: This position has no known promotion potential.

	CONDITIONS OF EMPLOYMENT:

	  a.  Individual selected must be a member or be eligible to be, and become a member of the Utah Army National Guard.  Existing policies and regulations require the wear of the appropriate military uniform.

	  b.  Selectee is required to participate in Direct Deposit/Electronic Funds Transfer.

	  c.  Medical screening complete by the Senior Health Technician prior to appointment.

	HOW TO APPLY: All Individuals who meet the basic qualification requirements may apply by submitting any written format that contains all the information required.  Options include:  a resume; an OF 612; or any other written format, including the SF 171.  All applicants must complete a UTNG 1080, Sex, Race and National Origin Identification form.  Candidates will be evaluated only on the experience/qualifications available on their application.  Applications and associated documents will not be returned nor considered for future vacancy announcements.  Incomplete applications will not be considered.  APPLICATIONS MUST ARRIVE AT THE HUMAN RESOURCES OFFICE NO LATER THAN 1630 HOURS ON THE ABOVE CLOSING DATE.  Resumes/Applications must be signed and dated and contain the following information:

	  a. JOB INFORMATION: Announcement number of the job for which you are applying.

	  b. PERSONAL INFORMATION: Full name; mailing address (with ZIP code); day and evening phone number (with area code); Social Security Number; country of citizenship; highest Federal civilian grade held.

	  c. EDUCATION: High School, Name, city and state, date of diploma or GED; Colleges or Universities attended, name, city and state, Major(s), type and year of any degrees received (if no degree, show hours and indicate whether semester or quarter hours).

	  d. WORK EXPERIENCE: Give the following information for your paid and non-paid work experience related to the job for which you are applying:  Job title (include series and grade if federal job); duties and accomplishments; employer’s name and address; supervisor’s name and phone number; starting and ending dates of employment (month and year); hours of work; ending salary.  Do not attach copies of Official Position Descriptions.

	  e. MILITARY EXPERIENCE: Give duty MOS/AFSC held; military unit of assignment; military grade; and pertinent military (active and reserve) experience.

	  f. OTHER INFORMATION: Job-related training courses (title and year); job-related skills, for example, other languages, computer software/hardware, tools, machinery, typing speed; job-related honors, awards, and special accomplishments.

	MISCELLANEOUS:

	  a. Male selectees born after 31 Dec 59, will be required to sign a pre-appointment Certification Statement for Selective Service.

	  b. Relocation expenses will not be paid.

	  c. Shift work may be required.

	  d. Indefinite positions may be converted to permanent status without further competition.

  e. Soldiers who accept a technician position will be terminated from the Bonus and Student Loan Repayment Program (SLRP).

***DISCLAIMER:  YOU THE APPLICANT, ARE RESPONSIBLE FOR THE COMPLETION AND TURN-IN OF YOUR APPLICATION,  ALL CONTENTS,  AND ATTACHMENTS.  INCOMPLETE APPLICATIONS WILL BE CONSIDERED "NOT QUALIFIED" BECAUSE OF LACK OF INFORMATION.  THE HRO IS NOT RESPONSIBLE TO INFORM YOU THAT YOUR PACKET IS INCOMPLETE.

	SELECTING SUPERVISOR:  ADAM L. ROBINSON, MAJ

	VICE:  Vacant Position

	 


THE UTAH NATIONAL GUARD IS AN EQUAL OPPORTUNITY EMPLOYER              










70542000

GENERAL EXPERIENCE:  Experience, education, and/or training which provided the candidate with a good understanding of administrative methods for accomplishing the work of an organization.  This experience must reflect the ability to analyze problems, come up with practical solutions, and to communicate effectively with others.

KNOWLEDGE, SKILLS, AND ABILITIES:  For successful performance in this position each applicant must fully justify on their application just how they meet each KSA listed.

1.  Knowledge of laws, rules, regulations and precedents relating to military personnel programs.                                                

2.  Skill in oral and written communication in expressing and securing information. 

3.  Ability to interpret and apply rules and regulations.   

4.  Knowledge of military organizational structure. 


              GS-06 requires 9 months of specialized experience.

BRIEF JOB DESCRIPTION:  This position is located in the Military Personnel Office (MILPO) of the Army National Guard.  The purpose of this position is to serve as the final reviewer and procedural authority of personnel actions submitted to the MILPO by lower echelons.   Serves as a final reviewer of actions, which may include but are not limited to:  accessions, promotions, transfers, boards, promotion eligibility; retirement eligibility; and actions that affect eligibility of educational or incentive benefits, incentive program budget; sensitive, complex cases, which involve; allegations of inequitable, prejudiced, or similar treatment, Soldier Readiness Processing (SRP), mobilizations, de-mobilizations, enlisted and officer promotion system, Defense Enrollment Eligibility Reporting System (DEERS), Personnel Electronic Records Management System (PERMS).  Performs final review of file prior to review and action by a board, action officer, or others and insures that all levels of legal, medical, and administrative review have been completed.  Drafts or prepares related correspondence for appropriate signature and enters data in automated systems, as needed.  Retrieves data from information sources, both manual and electronic, for us in answering questions, responding to correspondence, or preparing reports or briefings.  Serves as the primary point of contact, coordinator, and advisor for questions regarding Military Funeral Honors and/or Casualty Assistance.  Provides advisory services to family members of deceased military member (current and former) and serves as liaison between the family and funeral directors and their assistants, Veterans Services Organizations, Veterans Affairs Offices, National Guard Bureau, Regional Casualty Assistance Coordinator and other military services and/or members.  Performs other duties as assigned

� INCLUDETEXT "\\\\dcsim-smdr0\\l\\SHARED\\JOB\\RIGHTCB.DOC " �FULL-TIME VACANCY


ANNOUNCEMENT





SUBMIT APPLICATION TO:





UTAH NATIONAL GUARD


ATTN: HRO-T-JOB


12953 S. Minuteman Drive


DRAPER, UTAH  84020-9286





TELEPHONE:  (801) 523-4362





APPLICATIONS SUBMITTED IN POSTAGE


PAID FEDERAL ENVELOPES ARE IN


VIOLATION OF 18 USC SECTION 1719


AND WILL NOT BE CONSIDERED.





FAXED APPLICATIONS WILL NOT BE


ACCEPTED.





� HYPERLINK http://www.ut-hro.ang.af.mil ��www.ut.ngb.army.mil/hro�


�








