STATE OF IDAHO
MILITARY DIVISION

Human Resource Office (HRO)

State Personnel Branch

4794 General Manning Avenue, Building 442

Boise, Idaho 83705-8112

Telephone: (208) 422-3345/3346

STATE VACANCY ANNOUNCEMENT

*Registers established from this announcement may remain valid for up to

one year to fill statewide vacancies in the same classification.

OPENING DATE:  
14 April 2016
ANNOUNCEMENT NUMBERS:
16-25-MN-TEMP BACKFILL    
AREA OF CONSIDERATION:

Open to current enlisted members of the Idaho National Guard
POSITION TITLE:
Military Personnel Assistant 
PAY GRADE:
   
NGA-7
POSITION CONTROL NUMBER: 
9514
CLASS CODE:  
   
95002
SALARY:
   
 
$19.02 to $24.73 hourly 
FLSA CODE: 

Covered
DUTY LOCATION:  
Military Division, Idaho Army National Guard, 






G1 Personnel Directorate, Gowen Field, Boise, ID 
TYPE OF POSITION:  
Military Nonclassified; Air or Army; Enlisted; Temporary Appointment (This is a Temporary appointment not to exceed 5-years.  Permanent incumbent has position restoration rights.)
COMPATIBLE MILITARY FIELD:
Not applicable


CLOSING DATE:  
17 May 2016
1.  HOW TO APPLY:  Application forms and announcements are available at the Human Resources Office (HRO), 4794 General Manning Avenue, Building 442, Gowen Field, Boise, Idaho, 83705-8112 and at Internet address http://inghro.idaho.gov/Jobs.htm and http://inghro.idaho.gov/hr/forms/forms.htm.  Submit application packets to the above listed street address no later than 4:30 p.m. of the announcement closing date.  Applications may be faxed to (208) 422-3348 (Attn:  HRO State Personnel Branch).  
Applications will not be accepted via e-mail except from deployed Service members, DOD Civilians, and DOD Contractors serving overseas in support of contingency operations.  Applicants are responsible for contacting the HRO State Personnel Branch to confirm receipt of e-mailed applications.

Your application packet must include an Employment Application (SPB-1) and attached sheet(s) of paper that provide your individual responses to each of the Mandatory Requirements and Knowledge, Skills and Abilities (KSAs) listed under Qualification Requirements on this announcement.  Applicants may additionally submit a resume and/or other supplemental documentation to support qualifications.  If you request Veterans’ Preference you must submit a completed War Era Veterans’ Preference Form (SPB-1a) and provide supporting documentation demonstrating eligibility.   
The Military Division monitors recruitment and selection programs in order to assure equal employment opportunity.  We appreciate your cooperation by voluntarily furnishing us with an Equal Employment Opportunity Worksheet, (SPB-1b). 

2.   QUALIFICATION REQUIREMENTS – Mandatory Requirements and Knowledge, Skills and Abilities (KSA):
a. Applicants must meet the following Mandatory Requirements (conditions of
employment).  You must provide individual affirmative responses (i.e., I am…; I have…; I will...) on paper to each mandatory requirement (1-3) below or your application cannot be further considered.
(1)  Must be a current enlisted member of the Idaho National Guard.  Provide your military grade, title, MOS/AFSC and unit of assignment.

(2)  Must have and maintain a valid and unrestricted state issued driver’s license.  Provide your driver’s license number, issuing State, license expiration date, and the full name specified on the license.  (Do not provide a copy of your driver’s license.)

(3)  Must have or be eligible to obtain a favorable NACLC Federal Background Investigation (now required of all IDNG members).  If a selected candidate does not have a current favorable NACLC, they must submit to the investigation process immediately upon hire as a condition of employment.

b. Applicants must have 18-months of experience performing related duties.  Provide individual responses on paper to each Knowledge, Skill, and Ability requirement (1-6) below.

In your responses describe your civilian and military education, training, and work experience that is relevant to the position as it relates to the following KSAs.  (The KSA responses are used to assist in the determination of the best-qualified applicants.)  


(1)  Knowledge of United States Army, National Guard Bureau, and Army National Guard regulations, military correspondence, filing systems and management processes, including the ability to establish files and maintain officer and enlisted records in accordance with current Army regulations.


(2)  Knowledge of Army regulations and forms for processing applications for both regular and non-regular retirement including both active and reserve survivor benefit election processing.


(3)  Skill to operate a government computer utilizing windows programs, e-mail, military personnel systems, and records archive software related record archive data.  


(4)  Ability to operate imaging devices to include scanners, copiers, readers, printers and associated software to incorporate varying medium types and formats for historical record inclusion.


(5)  Must possess customer service skills to include both telephone and walk-in customer reception, and ability to interact with retirees and their families, agency officials, and the general public concerning record requests and retirements.  Must possess proficient oral communication skills and the ability to effectively communicate through correspondence and the military chain of command. 


(6)  Ability to prepare military correspondence and perform administrative duties including proficient and accurate typing; and ability to research and compile information to prepare clear and concise packets of application documents and customer information.
3.  SUMMARY OF DUTIES:  Refer to the attached position description.

4.  CONDITIONS OF EMPLOYMENT:


a.  Each person hired will be required to provide verification of eligibility to work in the United States (Public Law 99-6603) and may be subject to a criminal background check.


b.  Refer to the attached position description for the Mandatory Requirements for this position.


c. Military Nonclassified employees are required to comply with military standards and wear the appropriate uniform.  


d.  Incumbent must be an enlisted member assigned to the Idaho National Guard.  Loss of military membership or compatible military grade/status will result in loss of employment.   


e. The State of Idaho, Military Division is an Equal Opportunity employer.  Selection for this position will be made without regard to race, color, religion, sex, national origin, political affiliation, marital status, physical handicap or age which does not interfere with job accomplishment.  Appropriate consideration shall be given to veterans in accordance with applicable state and federal laws and regulations.
5.  PERSONNEL MANAGER CERTIFICATION:  The title, series, grade, duties and responsibilities are complete and accurate as written and a current or projected vacancy exists as advertised. 

Paula R. Edmiston

Human Resources Manager








Military Division – State Personnel Branch
JOB TITLE:  MILITARY PERSONNEL ASSISTANT

POSITION CONTROL NUMBER:  2083

CLASS CODE NUMBER:  20186

SALARY GRADE:  NGA-7

INTRODUCTION:  This position is located in the G1, Idaho Army National Guard, within the State of Idaho Military Division.  The purpose of the position is to provide administrative and technical assistance for personnel programs under the direction of the Idaho Army National Guard Military Personnel Officer and the Army Director of Personnel (G1).  Provides primary management of the State Army Personnel Permanent Records Holding Area and the Army Retirement Systems record archive, and is responsible for all administrative duties and information requests involving the Freedom of Information Act and the Privacy Act.  Incumbent receives, processes, and replies to all Veterans Administration, Social Security, Office of Personnel Management and individual service member document requests for service verification.

DUTIES AND RESPONSIBILITIES:

1.  Manages the execution and quality control of the personnel and administrative records archive program.  Ensures that personnel documentation is accurately scanned, indexed and archived.  Coordinates indexing software maintenance and ensures availability for accurate database archive of electronic records.  Researches, reviews, and provides certified copies of personnel records in accordance with the Freedom of Information Act and the Privacy Act.  Maintains the historical archive of Idaho Army National Guard records with disposition for permanent storage.

2.  Exercises responsibility for the operation and management of the State Army Personnel Permanent Records Holding Area.  Indexes, scans, stores, retrieves, transfers and disposes of files on a fiscal and calendar year basis.  Files, copies, and maintains historical Army personnel and unit records for the State of Idaho Military Division.  Researches and provides documentation in response to requests seeking prior service records, the Staff Judge Advocate or Inspector General in regard to Congressional inquiries, challenged unfavorable separations, or other legal or investigative matters. 

3.  Receives visitors and telephone calls, and exercises judgment in screening those which can be handled personally or must be referred to other military personnel staff, other functional areas within the Idaho National Guard, or to organizations or agencies outside of the Idaho Military Division.  Provides administrative and readily available substantive information to callers and office guests.

4.  Maintains retirement information on current and retired Army National Guard Soldiers. Provides information regarding the Reserve Component Survivor Benefit Plan (SBP).  Provides SBP briefings with current information for various election options.  Ensures that service members and dependents understand benefit entitlement options before making SBP elections within the regulatory suspense.  Provides assistance to widows and widowers with forms and documentation concerning Survivor Benefit Plan annuity payments.

5.  Provides Servicemen’s Group Life Insurance (SGLI) processing support through the Office of Servicemen’s Group Life Insurance for service members, families, retirees and dependents.

6.  Serves as the resource advisor on all matters involving the Privacy Act and the Freedom of Information Act relating to the release of archived personnel records and information.

7.  Performs other related duties as necessary or assigned.

SUPERVISORY CONTROLS:  Works under the general supervision of the SIDPERS Branch Chief, with overall program direction provided by the Army Military Personnel Officer and the Army Director of Personnel (G1).  Uses applicable laws and regulations for technical guidance.  Performs duties independently without frequent direct supervision.

PERSONAL WORK CONTACTS:  The incumbent has daily contact with the Military Personnel Officer and the Director of Personnel (G1), and the Directors/Managers and employees of various subordinate organizations working within the Military Division.  Incumbent has frequent contact with various agencies of the federal, state, county and city governments to include the Social Security Administration, Veterans Administration, Office of Personnel Management, Office of Servicemen’s Group Life Insurance, mortuaries, and retired military and technician personnel of the Idaho Army National Guard and their families.  Occasional contacts include representatives of various levels and organizations within the National Guard Bureau, State officials, and members of private enterprises who may deal with the supervisor on a variety of matters.

WORK CONDITIONS / PHYSICAL EFFORT:  Work is generally sedentary and performed in a well-lit climate controlled office or similar setting requiring normal safety precautions against everyday risks or discomforts.  Work requires some walking, standing, bending and carrying of light items such as books, papers, files, and light office supplies.  Minimal travel by automobile or air may be required to attend training.

MANDATORY REQUIREMENTS / REQUIRED EXPERIENCE:  As stated in the State Vacancy Announcement.

FLSA Overtime indicator:  C (Covered; time and one-half)

EEOC:  E07 (office and clerical)

WCC:  8810  

OCTOBER 2014 

