POSITION DESCRIPTION

ORGANIZATION LOCATION: POSITION TITLE:
Each ANG flying unit authorized Air National Guard Recruiting
by NGB/A1R Office Supervisor (ROS)
(SDI:8R200)
Prepared by: NGB/A1R 1 February 2007
Supersedes: Previous version dated 1 Oct 97
SPECIALITY SUMMARY: Manages, coordinates, and supervises the operation of the
unit recruiting office to include financial responsibilities, supervision, training, and
guidance of all assigned recruiters IAW ANGI 36-2602.
DUTIES AND RESPONSIBILITIES: This position is located within the Military
Personnel Flight (MPF) structure. Military and full-time supervision comes from the
Mission Support Flight (MSF) Commander, or as directed by state, with guidance from
the state Recruiting and Retention Superintendent (RRS). The ROS will:
1. Develop an annual unit recruiting plan utilizing the ANG tools provided such as the
Recruiting, Planning, Analysis System (RPAS) to include goals and objectives,
recruiting activities, advertising initiatives and financial planning.
2. Exercise supervision and mentorship of all subordinates.
3. Serve as the primary OJT trainer IAW ANGI 36-8. Maintain training records,
conduct training classes and refresher training for all assigned recruiters.
4. The (ROS) will establish and meet recruiting production standards for enlisted
state/unit strength requirements, on partial or full production based upon unit needs.
5. Establish performance requirements for Production Recruiters, provide performance
feedback, and annual performance appraisals.
6. Coach assigned recruiters on problem areas, offer solutions, and recommend
corrective, or referral action as necessary.
7. Be responsible for office administration to include tracking and approving recruiter
activities and leave.
8. Serve as the Resource Advisor for the Operations and Maintenance (O&M) /
Advertising funds IAW ANGI 36-2602.
9. Utilize the Air Force Recruiting Information Support System (AFRISS) to its full
capabilities IAW ANGI 36-2602.
10. Ensure the Production Recruiters utilize the Air Force Recruiting Information Support
System (AFRISS) to its full capabilities IAW ANGI 36-2602.
11. Serve as primary contact concerning all unit recruiting activities.
12. Coordinate monthly with the Recruiting Office Manager (ROM) and the Unit
Manpower Document Monitor to identify current and projected vacancies.
13. Route all issues requiring NGB/A1R involvement through the RRS.
14. Provide tools to the commander in the form of gains and loss analyses, reenlistment
statistics, and survey findings, monthly and/or quarterly as appropriate. Analyses
should include information on minority and female representation.
15. Inform the RRS on recruiting and personnel force management issues and
concerns.
16. Generate required monthly and quarterly reports to NGB/A1R through the RRS.
17. Ensure recruiting efforts reflect NGB initiatives (i.e., minority and female
representation, and critical skills manning); Locally established recruiting production
standards, which meet state and unit strength requirements to include mirroring the
local diversity demographics.
18. Be responsible for updating the GoANG.com website in a timely manner to include,
but not limited to current unit specific information, vacancy list, order supplies from
the online warehouse, and submit updates for the online recruiting and retention
directory.
19. Develop local awareness publicity programs using media such as direct mail, press,
radio, and television presentations.
20. Manage and coordinate Center of Influence (COI) events IAW ANGI 36-2602.
21. Serve as the recruiting point of contact on all officer selection programs in
accordance with (IAW) ANGI 36-2005. All officer leads should be coordinated with
the MSF designee.
22. If a USAF / USAF Reserve prior service recruiter is hired, the ROS must ensure
completion of the applicable sales training programs within one year of their
assignment.
SPECIALITY QUALIFICATIONS: Must have performed duties in SDI 8R000,
Production Recruiter or as a SDI 8A100 Retention Office Manager (ROM) for a period of
36 months. Waiver for minimum of experience or SDI must be approved by Executive
Support Staff Officer, Director of Personnel, Recruiting and Retention Superintendent
and ANG/DPR, as applicable.
1. Must have demonstrated the capability of maintaining NGB recruiting production
standards.
2. Must possess an overall knowledge of the NGB Recruiting Program, to include being
thoroughly qualified in the use of all recruiting tools/processes, and proficient in time
management and sales techniques.
3. Must have displayed potential supervisory attributes, be highly motivated, be skilled
in oral and written communication and have working knowledge in current computer
software applications.
4. Must be an NCO in the grade of E-6 (Technical Sergeant) or E-7 (Master Sergeant).
5. Appearance must project a favorable image of the ANG IAW AFI 36-2903 and within
ANGI 10-248 standards. Must maintain outstanding appearance, military bearing
and high standards of conduct, to include no history of disciplinary actions.
6. Comply with military duty eligibility requirements in IAW ANGI 36-101, Chapter 8.
7. Must be willing to work long and irregular hours, be subject to intense public
scrutiny, and become involved in civic and military activities that support the local
community.
8. Completion of the applicable sales training / coaching programs within one year of
assignment is mandatory.
9. Completion of ANG Recruiting Office Supervisor Course class within one year of
assignment is mandatory.
10. Attendance at an in-residence PME Course is highly desirable.
