	Advertisement Traditional Guard Vacancy Announcement 
(Enlisted)

	NEW YORK AIR NATIONAL GUARD
105th Airlift Wing
Stewart Air National Guard Base
Newburgh, NY 12550
	ANNOUNCEMENT NO:                 
	 FY25-105

	
	DATE:      
	20NOV24

	
	CLOSING DATE:   
	20DEC24

	UNIT: 105 AW/IG
	AFSC:
	8I100 (SDI)

	MAX AVAILABLE GRADE:   E-7
	AREA OF CONSIDERATION: All USAF members (any AFSC) who meet the qualifications for this position. No prior IG experience required. Must be promotion eligible E-6, at minimum.

	POSITION TITLE:  Inspections Coordinator
	

	QUALIFICATIONS AND SELECTION FACTORS:

Key Responsibilities:
· Involved in planning, organizing, and executing a wide range of complex activities for the wing/delta center Commander’s Inspection Program (CCIP), and the Exercise and Evaluation Program.
· Administers the CCIP Dashboard and Commander’s Inspection Management Board (CIMB). Ensure compliance with relevant laws, regulations, and standards.
· Provides recommendations to the IG and Chief of Inspections regarding inspection policies, procedures, and guidelines.
· Facilitates logistical and administrative support needed for the execution of Commander’s Inspection Program (CCIP).
· Prepares and staffs required inspection materials to include exercise objectives, scenarios, and associated risk assessments, pre-inspection surveys, and required equipment.
· Publishes special instructions (SPINS) for unit inspections.
· Arranges internal inspections with unit/installation managers and IG leadership to allow commanders to control the depth, scope, and frequency of inspections.
· Coordinates with administrators for the Wing/Delta Inspection Team (WIT/DIT) and the Management Internal Control Toolset (MICT) during the planning, implementation, and oversight of the inspection program.
· Ensures WIT members are prepared to conduct the CCIP and organizes the unit inspection and exercise calendar.
· Produces written products, including but not limited to, local inspection specific schedules, memorandums, Schedule of Events (SOE), and Master Scenario Events Listings (MSEL).
· Utilizes tools such as the Inspector General Evaluation Management System (IGEMS) and MICT to evaluate services and processes to determine mission readiness, resource utilization, the state of discipline, and effectiveness/efficiency of the program, activity, or function.
· Instructs self-assessment training modules, trains commanders, and educates base personnel on internal assessment issues and procedures.

Qualifications:
· Strong leadership and team management skills.
· Excellent communication, interpersonal, and presentation skills.
· Strong analytical and problem-solving skills.
· Strong project management skills, including budgeting, planning, and scheduling.
· Ability to work independently and in a team environment.
· Ability to manage multiple priorities and meet tight deadlines.
· Knowledge of relevant laws, regulations, and standards.
· Proficient in Microsoft Office and other relevant software applications.
· Willingness to be an active DSG participant. 



	MANDATORY REQUIREMENTS:
· Have no conviction by court-martial, non-judicial punishment, or Unfavorable Information File in the official military personnel record.
· No record of civilian conviction (other than minor offenses).
· Must possess a current Secret or Top-Secret security clearance.
· Must be the minimum grade of E-6 with promotion eligibility to E-7 and currently possess a 7 level AFSC.
· Applicant should be able to enroll in the 5-day Inspector General Training Course (IGTC) within 3 months of selection.




	INTERVIEW 
· Applicants will be informed in writing or telephonically of date and time to appear.
· Selecting Official is Lt Col Daniel Samson, 105 AW/IG.

APPLICATION PROCEDURES
Applicants will prepare and forward a cover letter, full VMPF records review rip, complete fitness report, and any other documentation to facilitate the selection process.

Application must be received no later than close of business on closing date of vacancy announcement.  Incomplete applications will not be considered.

Applications are due to the Director of Inspections prior to close of business 20 December 2024. Submit complete applications to Keri Burke via email at keri.burke.1@us.af.mil and cc SMSgt Scot Kurpick at scot.kurpick.1@us.af.mil.




