‘( AGR VACANCY
7 ANNOUNCEMENT
i ENLISTED

THE ADJUTANT GENERAL ANNOUNCEMENT NO: OPENING DATE
NEW MEXICO AIR NATIONAL GUARD NME 23-039 12-December-23
ATT: NMANG-HR-AD
47 BATAAN BLVD CLOSING DATE
SANTA FE, NM 87508 12-January-24
POC: MSgt. Alejandro Unale OPEN FOR FILL
COMM: (505) 853-2354 X | STATE X | NMANG
DSN: 263-2354
Alejandro.unale@us.af.mil |:| NATIONWIDE I:I NMARNG

POSITION TITLE: Executive Assistant to Wing Commander.

LOCATION OF POSITION: 150th Special Operations Wing, New Mexico Air National Guard,
Kirtland Air Force Base, New Mexico 87117.

AREA OF CONSIDERATION: Open to all current members of the New Mexico Air National
Guard. This is also a 2-year OTOT position with a 1-year extension option, not to exceed 3-

years. Open to the ranks of E-7 and E-8 or immediately promotable E-6. Members applying must
hold 3FOXX or 3F5XX AFSC. No Control Grade is available.

DATE VACANCY EXISTS: Currently with a projected start date of March 2024 or TBD by
Commander.

ELIGIBILITY REQUIREMENTS TO QUALIFY FOR AGR TOUR:

Enlisted must meet AFSC, requirements as outlined in AFECD. If medical exam is older than 30 days,
applicant must submit an AF Form 895. Submit applications on NGB Form 34-1. Must meet the physical
examination qualification outlined in Chapter 12, ANGI 36-101, and IAW AFI 48-123 Medical
Examination and Standards. Examination must have been conducted within 18 months before the date of
entry on military duty. Must meet and comply with weight standards at the time of entry into AGR duty.
Should be able to acquire 20 years of active duty prior to mandatory separation date. Should be able to
serve at least five (5) consecutive years in the AGR program prior to becoming eligible to receive military
non-disability retirement or retainer pay. Must not be eligible for, or receiving an immediate Federal
(military or civilian) retirement annuity.



mailto:keith.gum@us.af.mil

SPECIAL INFORMATION: As a condition of employment, selected agrees to attend all Unit Training
Assemblies and Annual Training deployments, special projects, and exercises when required, with his/her
unit of assignment; applicant must be assigned to a Military UMD in the unit they support and UMD
compatible AFSC prior to Active Duty Tour. The military uniform will be worn in accordance with AFI
36-2903.

INSTRUCTIONS FOR APPLYING: Submit application using a NGB Form 34-1, which is on the
internet at https://usaf.dps.mil/sites/34163/150SOW/JOBS/SitePages/Home.aspx. Completed applications
will be scanned into one PDF file and emailed to alejandro.unale@us.af.mil no later than the closing
date. You must submit a separate PDF file for each job you are applying for.

REQUIRED DOCUMENTS: All applications must include the following documents:
Completed NGB 34-1

Current Record Review RIP located in vMPF (not more than one (1) year old)

Current copy of your Official Air Force Individual Fitness Tracker located in myFITNESS.

EQUAL OPPORTUNITY: The New Mexico Air National Guard is an Equal Opportunity Organization.
Selection for this position will be made without regards to race, color, religion, sex, age, or national origin.

CLOSING DATE: Applications will be forwarded to the HRO office, to arrive no later than the
business day on the closing date specified on the vacancy announcement.

ADMINISTRATION

1. Specialty Summary. Provides administrative support to Air Force, joint, and DoD
organizations. Coordinates, performs, and manages a variety of tasks and activities in direct
support of organizational commanders, directors, and senior leaders to include office
management, human resources, executive staff support, postal, official mail, and a variety of
other services and duties. Related DoD Occupational Subgroups: 151000 and 155400

2. Duties and Responsibilities:

2.1. Office Management. Manages processes and activities to support organizational
communications, including correspondence preparation, distribution, suspense tracking, and
workflow management. Also performs various administrative functions in support of military and
civilian leaders, including calendar management, meeting support, and customer services duties.
Ensures communications comply with standards for style and format.

2.2. Human Resources. Manages organizational personnel and manpower programs, such as
personnel rosters, evaluations, decorations, supervisory data, orders, in-/out-processing personnel
and manpower authorization requests. Ensures accuracy of information in personnel and
manpower database systems. Coordinates personnel actions between unit of assignment and
military personnel organizations.

2.3. Executive Support. Provides executive administrative support to General Officers and Senior
Executive Service civilians, to include arranging travel and lodging, coordinating itineraries, and
preparing trip folders. Assists in planning, preparing, arranging and conducting official functions.
Coordinates with Protocol and assists with Distinguished Visitor (DV) support and events:
manages recognition/special ceremonies, schedules event locations, coordinates mementos, and
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manages guest lists.

2.4. Overseas Postal Operations. Performs postal financial services, supply/receipt/dispatch
functions, and mail delivery services. Provides security for all mail and postal directory services.
Accepts items for mailing and advises patrons of all applicable postal and customs requirements.
Maintains postal records, prepares forms/reports, supplies, operations plans, and adequate stock of
postage and accountable money orders. Sells and cashes money orders and remits funds from
postage stock/money orders back to United States Postal Service (USPS).

2.5. Official Mail. Prepares and receives incoming/outgoing mail from military or commercial
carrier and checks manifest against mail received to ensure proper receipt. Operates Official Mail
Center and prepares/distributes organizational mail.

3. Specialty Qualifications:

3.1. Knowledge. Knowledge is mandatory of: office management policies, technologies, and
procedures; administrative support for personnel and manpower programs; executive support
processes and responsibilities; postal and mail policies and procedures.

3.2. Education. For entry into this specialty, completion of high school or general educational
development equivalency is mandatory. Courses in business, English composition, computer
software, and keyboarding are desirable.

3.3. Training. For award of AFSC 3F531, completion of Administration initial skills course is
mandatory.

3.4. Experience. The following experience is mandatory for award of the AFSC indicated:

3.4.1. 3F551. Qualification in and possession of AFSC 3F531. Experience performing
administrative functions such as office management, human resources, executive support, postal,
official mail, other support, and the completion of the Administration Journeyman Course.

3.4.2. 3F571. Qualification in and possession of AFSC 3F551. Experience supervising, performing
administrative functions and completion of the Administration Craftsman Course.

3.4.3. 3F591. Qualification in and possession of AFSC 3F571. Experience managing and directing
administrative functions.

3.5. Other. The following are mandatory as indicated:

3.5.1. See attachment 4 for additional entry requirements.

3.5.2. For award and retention of this AFSC, must maintain local network access IAW AFI 17-130,
Cybersecurity Program Management.

3.5.3. For award of this AFSC, must possess and maintain a valid state driver’s license to operate
government motor vehicle (GMV) in accordance with AFI 24-301, Ground Transportation.

Performs additional duties as assigned.
Note: Incomplete packages will not be considered.
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