Georgia National Guard

HUMAN RESOURCES OFFICE - AGR
1000 Halsey Avenue, Bldg 447
Marietta, GA 30060
Telephone: (678)569-5714 / (678)569-5723

AIR ACTIVE GUARD RESERVE (AGR) VACANCY ANNOUNCEMENT

ANnNouNceMenT Numser: ACW 059-2023 orenDAaTE: 6 MAR 2023 crosing Date: 26 MAR 2023

POSITION: ADMINISTRATION CRAFTSMAN

116 MXG
ROBINS AFB GA

UNIT/LOCATION:

AFSC: 3F571 (Qualification in and possession of AFSC 3F551)
MINIMUM MILITARY GRADE: SSgt

MAXIMUM MILITARY GRADE: TSgt

ASVAB: A-55

POSITION NUMBER: 0074413934

AREA OF CONSIDERATION:

NATIONWIDE| X STATEWIDE UNIT ONLY

THIS ANNOUNCEMENT IS OPEN TO ALL MEMBERS ELIGIBLE TO JOIN THE GEORGIA AIR NATIONAL GUARD (GA ANG).
MEMBERS OF THE GA ANG, USAF (CURRENT AND FORMER), ANG, AND USAFR ARE WELCOME TO APPLY.

SPECIAL NOTES:
NOTE I: (E8/E9/04/05/06 Only) PROMOTION AND HIRING IS CONTINGENT UPON CONTROL GRADE AVAILABILITY.

All applicants must scan & submit the following documents in ONE filein the order listed below via email:

0 NGB Form 34-1 (Application for Active Guard/Reserve (AGR) Position)(Dated — 11 Nov 13).
o Announcementnumber and position title must be annotated on the form. This document must be signed.
O Report of Individual Personnel (RIP)(Must Be Dated Within the Last 30 Days)

o  RIPcan be obtained from the servicing Force Support Squadron (FSS) or Virtual MPF (VMPF).
o  Select Record Review and Print/View All Pages.

O Report of Individual Fitness (Must Be Current)
o  Printfromthe myFitness application (myFSS). Test next due date must be current.

o  Airmen must meet the minimum requirements for each fithess component in addition to scoring an overall composite
score of 75 or higher for entry into the AGR program.

O Last3Evaluation Performance Reports or Letter of Evaluation
o  This document must be complete and signed.

o  Airmen who do not have 3 or any evaluation performance reports on file, must provide a signed AF77 Letter of Evaluation
providing justification for the evaluations unable to provide. A1C and below N/A.

Q Enlisted Brief or Active Duty Enlisted CDB

o  CurrentActive Duty members only. This document can be obtained from the AF Portal.
QO DD 214 (Certificate of Release or Discharge from Active Duty)

o  Former USAF members only.

OPTIONAL DOCUMENTS TO SUBMIT: RESUME, MILITARY BIOGRAPHY, TRAINING CERTIFICATES.

THE GEORGIAAIR NATIONALGUARD ISAN EQUAL OPPORTUNITY EMPLOYER
SEEKING THE MOST HIGHLY QUALIFIED APPLICANTS



mailto:ng.ga.gaarng.mbx.ngga-hro-agr-jobs@mail.mil

BRIEF DESCRIPTION OF DUTIES

Provides administrative support to Department of the Air Force, joint, DoD, and organizations. Coordinates, performs, and
manages a variety of tasks and activities in direct support of organizational commanders, directors, and senior leaders to
include human resources, executive staff support, office management, postal operations, official mail, and a variety of other
services and duties.

KNOWLEDGE, SKILLS AND ABILITIES (KSAs) REQUIRED FOR THIS POSITION:

A. Comprehensive knowledge of management of Administrative Support/ Office Management to include correspondence
preparation, reception, calendar management.

B. Comprehensive knowledge of management of Human Resources to include leave management, evaluations, awards,
and decorations.

C. Comprehensive knowledge of processing orders for AT, ST, deployment days as well as Defense Travel System.

D. Comprehensive knowledge of Executive support to include arranging travel and lodging, coordinating itineraries, and
arranging and conducting official ceremonies.

E. Comprehensive knowledge of Commander Program Support to include fitness, security manager, records
management, and drug testing.

F. Ability to communicate effectively both orally and in writing.

AIR NATIONAL GUARD MEMBERSHIP AND COMPATIBILITY REQUIREMENTS

This vacancy announcement will be for an initial active duty tour of one (1) to four (4) years. Subsequent tours will be from one (1) to five

(5) years. The selected applicant will be placed in Active Guard/Reserve (AGR) military status under Title 32, USC 502(f). The
incumbent will participate with the unit of assignment during unit training assemblies and annual training periods. After an applicant is
selected for this position incumbent will be assigned to AFSC: 3F571 at 116 MXG, Robins AFB GA. If a selected applicant's grade is
higher than the announced grade of the position (Enlisted Only) the selected applicant may be required to request an
administrative reduction to the announced grade of the position. The wearing of the Air Force uniform as prescribed in AFI 36-2903 is
required for the incumbent of this position. Acceptance of the position constitutes concurrence with these requirements as conditions
of employment. Military Grade Inversion is strictly prohibited in the National Guard AGR Program.

QUALIFICATION REQUIREMENTS

e This opportunity is available to current members of the Active, Reserve, and Guard components of the United States Air Force.
All applications will be accepted; however, first consideration will be given to Category I.
e Applicants are assessed into Category | or Il

o Category | — All applicants currently possessing the reqluired AFSC/Skill Level and Rank requirements stated above or TSgt
and below rank announcements with no specified skill level (must meet rank/AFECD requirements).

o Category Il — All other applicants who do not possess the required AFSC and skill level, but meet the rank
requirements and the basic AFSC entry requirements IAW ANGI 36-101, the Air Force Officer Classification Directory
(AFOCD) or the Air Force Enlisted Classification Directory (AFECD) Attachment 4. Category Il applicants are
forwarded to the selecting official on request when a selection is not made from the Category | Register.
e  The member must continue to progress in upgrading to skill level appropriate for his/her military grade. Members who do not
successfully upgrade will be reassigned to a position for which qualified or removed from the AGR program.

OTHER REQUIREMENTS

Member must meet the medical qualifications outlinedin Chapter 12, ANGI 36-101.

e  Members selected for initial AGR positions must meet the medical standards as outlined in AFI 48-123 prior to assignment.

e A current PHA with associated documentation must be less than 12 months old. Applicants whose PHA is greater than 12
months old will require a current exam as appropriate.

e  Membermustalso be current in all IMR requirements (i.e. dental, immunizations, etc.)

e Member must comply with standards outlined in AFI 36-2905, Fithess Program and ANGI 36-101, Air National Guard AGR
Program. To be eligible for entry into the AGR program, a passing score of 75 or better on the fitness test is required. Member
must meet ALL eligibility criteria in ANGI 36-101.

o  Enlisted member must not have been previously separated from active duty or a previous AGR tour for cause.

e Selected applicants with 15 or more active duty years of service require a waiver from NGB/A1 to enter into the Georgia Air
National Guard AGR program.

¢ Member must have sufficient retain ability to obtain 20 years of Active Federal Service for retirement purposes. A waiver request
to this policy will be considered on a case-by-case basis.

e AGRs and their authorized dependents may be entitled to PCS benefits provided by law IAW the Joint Federal Travel
Regulations (JTR)-PCS entitlements. Individuals entitled to PCS entitlements should not leave their HOR until PCS
orders are provided.

IMPORTANT NOTES REGARDING COMPLETION AND SUBMISSION OF YOUR APPLICATION

e Applications must be typed or printed in legible dark ink. Sign and date the application.
e  Besure to correctly annotate the announcement number and position title on your application.

THE GEORGIA AIR NATIONAL GUARDISAN EQUAL OPPORTUNITY EMPLOYER
SEEKING THE MOST HIGHLY QUALIFIED APPLICANTS



Incomplete application packages (i.e. failure to explain “yes” answers in Section IV on the NGB 34-1, missing or expired
documents) will not be processed for board consideration.

Applicants must furnish the required documentation as specified in the announcement. If required information is not provided,
consideration will not be given in the qualification process.

Scandocuments as one file in the order listed on page one (.pdf file format only).

Limit file size to less than 3MB (1MB or less is ideal).

Place onlythe following information in the subject line of your email: Announcement Number / Full Name (Example: ACW
001-2015+4Jane S. Doe).

Hard-copy and faxed applications will not be accepted.

A confirmation email will be sent from our office upon receiving your application. Please allowup to 5 business days for the HR
Staff to contact you once your application has been uploaded.

Email applications to: tyisha.mcnutt@us.af.mil , nicholas.coney@us.af.mil, and kenya.jackson.4@us.af.mil

Applications must be received bymidnight on the closing date.

THE GEORGIAAIR NATIONAL GUARDISAN EQUAL OPPORTUNITY EMPLOYER
SEEKING THE MOST HIGHLY QUALIFIED APPLICANTS
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