	TRADITIONAL ENLISTED VACANCY ANNOUNCEMENT

	NEW YORK AIR NATIONAL GUARD Joint Force Headquarters-NY
330 Old Niskayuna Rd.
Latham, NY 12110

	ANNOUNCEMENT #: 
	FY20 HQ-09

	
	DATE:
	31 Jul 2020
	

	
	CLOSING DATE:	UNTIL FILLED

	UNIT:  JFHQ-NY
	AFSC:
	3F071 (Fully Qualified)

	MIN GRADE: TSgt promotable to MSgt or MSgt	
	AREA OF CONSIDERATION: Nationwide All candidates may apply who meet the basic qualification for position and are eligible for membership in the NYANG.

	POSITION TITLE: 
Personnel Craftsman

	

	SPECIALTY SUMMARY
Develops and writes Air Force, joint services, and combined plans, programs, and policies (numbered Air Force and above). Services multi-functional areas of responsibilities to satisfy mission objectives and does not include duties involving a single functional area such as logistics, operations, finance, and so forth.

	QUALIFICATIONS AND SELECTION FACTORS:
· Selection for this position will be made without regard to race, religion, color, creed, gender, or national origin.
· Applicants are subject to review by the DOS and if mandatory requirements are met, as outlined in applicable regulations, applicants must meet an Officer Screening and Interview Board (OSIB)
· The requirements and qualifications prescribed in this announcement are the minimum for nomination for appointment consideration. Appointment is not assured merely by meeting these requirements. Persons considered must further qualify with requirements outlined in applicable regulations

DUTIES AND RESPONSIBILITIES:
Manages military personnel programs and advises commanders and Airmen on Air Force personnel policy. Manages a myriad of Air Force programs including; assignments, promotions, evaluations, identification cards, separations, retirements, benefits, entitlements, retention, classification, awards, decorations, retraining, casualty, personnel reliability, and personnel readiness programs. Determines program eligibility and counsels airmen on career progression. Manages and executes force management tools such as; force management boards, selective reenlistment and bonus programs. Counsels airmen on reenlistment opportunities, benefits, and entitlements. Advises commanders and provides reports and statistics to make personnel decisions. 

 Manages data analysis products and ensures the accuracy of both deployed and in-garrison personnel data. Creates, interprets, and audits management assessments products and transaction registers and identifies mismatches. Works with commanders and Airmen to resolve discrepancies and ensures the accuracy of personnel data. Routinely crosschecks data from the personnel data system with source documents in the personnel records to ensure accuracy. 

Performs personnel actions. Conducts in and out processing at both in garrison and deployed locations and maintains accountability of Air Force personnel. Manages duty status reporting to include; leave, temporary duty, hospitalization, sick in quarters, and casualty reporting. 

Oversees personnel activities and functions. Inspects personnel activities for compliance with policies and directives. Reports discrepancies and recommends corrective action. Monitors personnel actions for timeliness, propriety, and accuracy. Ensures proper counseling of individuals on personnel programs, procedures, and benefits. Organizes and compiles management data and submits reports. 

Performs Commanders Support Staff (CSS) personnel functions. Prepares and processes administrative support actions relating to unit programs such as fitness, in and out-processing, evaluations. Manages leave web program. Maintains suspense system for personnel actions and correspondence. Maintains and monitors duty status changes. Provides customers with guidance on how to use web-based applications for personnel actions. Prepares and processes Articles 15, letters of reprimand, investigation reports, unfavorable information files, and separation actions. 

Performs Personnel Support for Contingency Operations (PERSCO) functions. Ensures accountability and casualty reporting for deployed forces, reports data to combatant commanders, and enables sound wartime decisions. Provides additional personnel support, as required. 

 ESRB:
[bookmark: _GoBack]An Enlisted Screening and Review Board (ESRB) will convene to interview all qualified applicants. Applicants will be informed in writing, or telephonically, of date and time to appear.

 APPLICATION PROCEDURES:
Resume, Records Review RIP and last 5 EPR’s.


Questions may be directed to SMSgt Frederick Stoquert at 518-786-4404 or send an e-mail to:  
frederick.j.stoquert.mil@mail.mil

EMAIL APPLICATION TO:
frederick.j.stoquert.mil@mail.mil
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