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:
16-26-MN
AREA OF CONSIDERATION:

Open to current enlisted members of the Idaho National Guard 
POSITION TITLE:
Assistant Production Controller 
PAY GRADE:
   
NGA-7
POSITION CONTROL NUMBER: 
5418
CLASS CODE:  
   
22713
SALARY:
   
 
$19.02 to $24.73 hourly 
FLSA CODE: 

Covered
DUTY LOCATION:  
Military Division, Idaho Army National Guard, Construction and Facilities Management Office (CFMO), Gowen Field, Boise, ID
TYPE OF POSITION:  
Military Nonclassified; Air or Army; Enlisted 
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):  You must provide individual responses on paper to each of the following Mandatory Requirements and KSAs.  
a. Applicants must meet the following Mandatory Requirements (conditions of employment).  You must provide individual affirmative responses (i.e., I am a…; I have a…; 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 required of all IDNG members.  If 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 12-months of specialized experience performing related work.  Provide individual responses on paper to each Knowledge, Skill, and Ability requirement (1-8) 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 production control methods, procedures, equipment, materials, and personnel skills available to accomplish projects that are generally of a recurring nature and to develop information necessary for control of a complex program such as: multi-shop long term scheduling, 



(2)  Knowledge of supply and logistic functions such as material and equipment ordering procedures and the proper use of resources for each requirement.


(3)  Ability to coordinate with internal and external organizations and businesses in support of production control and logistic activities to ensure proper supply handling, scheduling and the expediting of the work.



(4)  Ability to identify specific items or suitable substitutes from descriptions of intended use and to review proposed purchases to ensure they are in accordance with organizational requirements.


(5)  Ability to determine when tools and equipment should be sent for test, repair, and  calibration and to determine from records such errors as improper item issue/turn-in credit, and the failure of records to show items have been sent for repair.


(6)  Knowledge, skill, and experience in OSHA and other departmental regulations, as well as base operation plans, and how they interface with program execution.


(7)  Knowledge of warehouse management, supply and material requisitioning and vehicle control operations.


(8)  Ability to communicate clearly both verbally and in writing.
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:  ASSISTANT PRODUCTION CONTROLLER

POSITION CONTROL NUMBER:  5418  

CLASS CODE NUMBER:  22713 

PAY GRADE:  NGA-7

INTRODUCTION:  This position is assigned to the Construction and Facilities Management Office (CFMO), Operations and Maintenance (O/M) Branch, Idaho Army National Guard (IDARNG), functioning within the State of Idaho – Military Division.  The primary purpose of the position is to provide assistance to the production control activity to plan, estimate, schedule, and expedite the effective and efficient utilization of manpower, supplies, and equipment resources.

DUTIES AND RESPONSIBILITIES: 

1.  Incumbent assists the Production Controller in all aspects of the operation of the Work Control Center, which provides a central point for information.  Accomplishes preliminary central tasks including compilation of estimates for materials, man-hours and machine time in shops; determining workload priorities; coordinating with supervisory personnel in Engineering to obtain blueprints and specifications and related data concerning projects; and obtaining supply support for necessary materials and equipment.  Accomplishes immediate control tasks over projects, including preparing work orders; scheduling phases of projects for each shop (electrical, carpentry, plumbing, etc.); following up to determine if progress is as planned, arranging adjustments in materials, processes and priority sequences to accommodate unexpected changes, etc..  Monitors, controls and conducts reviews of the flow of work to insure the most economical and efficient use is made of personnel, funds, material and equipment.  Establishes in-house maintenance and repair priorities (mission essential, safety, security, etc.) and correlates requirements with available resources. Insures that work schedules for in-service civilian and military personnel are coordinated for maximum productivity.  Controls the assignment and utilization of all vehicles and equipment assigned in support of scheduled work.  


2.  Assists the Production Controller serving as a focal point for automated FMO work control and supply programs within CFMO.  Operates various computer programs and automated systems utilized by FMO relating to work control or material handling activities.  Utilizes the approved Army National Guard FMO Work Order Management System, Standard Supply System, similar automated management systems identifying problem areas.  Trains on and understands the Army approved work order and logistics management systems.


3.  Assists in developing and implementing written procedures or pursues other managerial alternatives to correct problem area(s).  Assists in maintaining automated reports depicting status of Facilities Management Office work and supplies.  Inventory data must reflect conditions, amounts, type and descriptions of all facilities and RPIE.  Insures that all maintenance, repairs and minor construction work required is identified and programmed for in-service or contract accomplishment.  Prepares computer-generated reports as needed to preform mission.

4.  Maintains computerized schedules depicting status of work in progress, programmed for future accomplishment or in work stoppage.  Identifies and documents maintenance support problem areas.  Receives incoming communications, respond to such communications and/or route them to the appropriate individual.  Develops internal communications routing procedures and insure timely response or action.  Prepares computer generated reports.

5.  Coordinates and monitors work force schedules and revise same when necessitated by personnel attending technical school and other training activities.  May be required to identify job requirements and prepare position descriptions for civilian employees (skilled trades, state employees, etc.), updating and amending as appropriated, to identify service work requirements and assign responsibility for task accomplishment.

6.  Assists in tracking all requisitions to ensure they are processed and contracted accordingly.  Processes all invoices to include partial payments to ensure vendors are paid in a timely manner.  Adjust Purchase Orders as necessary to process payments for contracted work.  Performs a variety of State purchasing functions to procure specific items through the use of the State Purchase Card program. Performs state purchase card verification task as needed. 

7.  Performs other related duties as necessary or assigned.  

SUPERVISORY CONTROLS:  Incumbent works under the general supervision of a higher graded Production Controller, utilizing judgment to resolve most assignments.  Supervisor defines the general objectives and priorities to be accomplished.  Incumbent consults with supervisor where established practices and procedures are non-existent or not applicable to the circumstances.  Work is reviewed in terms of technical adequacy of results and consistency with support provided by the Facilities Management office mission and objectives.

PERSONAL WORK CONTACTS:  Works closely with personnel of the Idaho National Guard.  May have personal contact with many individuals at all levels of government and in the private sector.

WORK CONDITIONS / PHYSICAL DEMANDS:  Work is generally performed in a well-heated, lighted, and ventilated office setting, however, outdoor requirements exist due to warehouse or storage yard assignment.  Normal everyday risks are encountered in going to and from offices, buildings, etc. Incumbent is exposed to a wide range of hazards and weather conditions while working storage yards or warehouse facilities. Safety equipment (hard hats, safety shoes and gloves, etc.) are required at times.  Work requires some physical effort. The job requires walking, lifting, standing, stooping, bending, climbing, and the carrying of warehouse or mobility bag type items on hard surfaces as well as driving forklifts and assorted vehicles. Must be able to withstand heights up to 15 feet and handle items that weigh up to 50 pounds. Occasionally exposed to high stress conditions.  

REQUIRED EXPERIENCE:   As stated in the vacancy announcement.

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

EEOC:  E07 (office and clerical)
WCC:  8810
APRIL 2016

