OREGON AIR
NATIONAL GUARD

Oregon Military Department
NGOR-AC/AGR
P.O. Box 14350
Salem, Oregon 97309-5047
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NATIONWIDE-]ACTIVE GUARD/RESERVE (AGR)
POSITION VACANCY ANNOUNCEMENT

ANNOUNCEMENT NUMBER: AF26-588

POSITION INFORMATION
Open Date: 19-May-2026
Close Date: 19-Jun-2026

Position Title:

CSS NCOIC / Human Resources & Administration

Unit: 142 FSS
Location: Portland, OR
DAFSC 3F071
Minimum Required Skill Level 7

UMD Position Number * 1135985
Maximum Rank/Grade** MSgt
Minimum Rank/Grade: TSgt
Projected Start Date: 01 July 2026
Cross-Training Opportunity: No

Additional Requirements:

TSgt applying must be promotion eligible to MSgt

WHO MAY APPLY FORTHIS POSITION:

All Current Members of The Oregon Air National Guard and Those Eligible for Membership in the Oregon Air National Guard |z|

AREAS OF CONSIDERATION:

Area 1: Current Permanent Full-Time and Traditional Members of The Oregon Air National Guard

Area 2: Those Eligible for Membership in the Oregon Air National Guard

=]

FOR MORE INFORMATION ABOUT THIS POSITION ORTHE UNIT OF ASSIGNMENT, PLEASE CALL:

Section/ Shop Supervisor: MSgt Marco Mendez / COMM: 503-335-4020 / marco.mendez.2@us.af.mil

HR Liaison: MSgt Jacob Kelley / COMM: 503-335-4029 / EMAIL: Jacob.kelley@us.af.mil

*Vacancy And Grade Contingent on Resource Availability
**Promotion To the Highest Grade May Not Be Supported by The Units Manning Authorizations
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ELIGIBILITY AND ENTRY REQUIREMENTS INTO THE AGR PROGRAM

Member Must Meet All Eligibility Criteria in ANGI 36-101, The Active Guard/Reserve Program.

Member Will Be Required to Hold a Compatible Military Assignment in The Unit They Are Hired to Support.
Member’s Military Grade Will Not Exceed the Maximum Military Duty Grade Authorized on The Unit Manning
Document (UMD) For the Position.

Member Must Meet the Physical Qualifications Outlined in DAFMAN 48-123, Medical Examination and Standards,
Attachment 2 Before Being Placed on An AGR Tour.

Member Must Have Retainability to Complete the Tour of Military Duty.

Member Must Not Be Eligible for Or Receiving a Federal Retirement Annuity.

Member Must Comply with Standards Outlined in DAFMAN 36-2905, Fitness Program to Be Eligible for Entry into
The AGR Program.

Member Must Hold Required AFSC Or Be Eligible for Retraining (If Applicable) And Meet All Eligibility Criteria In
AFECD/AFOCD

ADDITIONAL INFORMATION

AGR Members Will Participate with Their Unit of Assignment During Regular Scheduled Drill (RSD).

AGR Tour Lengths in The State of Oregon Are Governed by Director of Staff - Air

Initial AGR Tours In Oregon Will Not Exceed 3 Years; Follow-On Tours Will Be From 1 To 6 Years, Per ANGI 36-101
And Orang Force Management Policy

Selectee Will Be Required to Participate in The Direct Deposit Electronics Funds Transfer Program.

A Law Enforcement Background Check May Be Required Prior To Appointment to This Position; By Submitting a
Resume or Application for This Position, You Authorize This Agency to Accomplish This Background Check.

AGR Service in The Oregon Air National Guard |Is Governed by Applicable AFI, ANGI, Selective Retention Review
Boards (SRRB) And Command Policy Memorandums (CPM)

SuUBMIT THE FOLLOWING REQUIRED DOCUMENTATION:

You MUST submit ALL required documents IAW this announcement. Written explanation is required for any missing documents.
Al applicants are strongly encouraged to thoroughly review all application procedures prior to contacting ORANG/HR and
especially prior to submitting your application. Applications will not be accepted after the close date listed on this announcement.

NGB Form 34-1, Application for Active Guard/Reserve (AGR) Position, Form Version Dated 11 Nov 2013
o NGB FORM 34-1: https://www.ngbpme.ng.mil/Portals/27/forms/ngb%20forms/ngb34-1.pdf?ver=2018-09-28-105133-833
o Application must be completely filled out
o TypeorPrintin Legible Dark Ink, Sign, and Date the application OR Digitally Sign
Current Report of Individual Personnel (RIP)
o RIP must show ASVAB Scores
o Skill level commensurate with grade
Fitness Report
o Current, Passing score at time of submission and through announcement close date
o Form 469 is required for exemptions on most recent fithess assessment even if expired
Official AF Form 422 current within 12 months only if Cross-Training Opportunity is applicable
Additional Required Documents: |z|
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APPLICATION SUBMISSION INSTRUCTIONS

Email applications to: 142.WG.JFHQ-OR-AC-AGR.Org@us.af.mil
E-Mail Subject Line should be the Announcement Number and Last Name ONLY (Example: AF24-XXX - Doe)
All documents should be consolidated into a SINGLE PDF, in the order listed above
o File Name will be: Announcement number and Last Name (Example: AF24-999 - Doe)
o Documents not combined will be attached and labeled with the same naming convention (AF24-999 -
Doe-1)
o Do notuse the Portfolio feature
Limit file size to less than 5MB
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O REGON AN G J OB O PPORTUNITIES (https://www.oregon.gov/omd/ONG/Pages/Oregon%20Air%20National%20Guard%20Jobs.aspx )

TECHNICIAN POSITION VACANCY ANNOUNCEMENTS ( https://www.usajobs.gov/Search/Results?l=Oregon&d=AF&k=&p=1)

Technician Vacancy Announcement Number N/A

DESCRIPTION OF DUTIES

* This Position may

1. Specialty Summary. Manages and executes human resources and administrative programs that directly support
Department of the Air Force (DAF) operations. Ensures mission readiness, personnel accountability, and organizational
effectiveness through expert application of personnel policy, force management, and personnel operations. Advises
commanders and Airmen on career progression, benefits, entitlements, and personnel readiness. Administers
assignments, promotions, separations, retention programs, casualty operations, workforce planning, personnel data
systems, and compliance inspections. Oversees executive correspondence, operational workflow, and unit-level
administrative functions to enable efficient communication and mission execution. Manages military postal operations,
ensuring secure and timely processing of official and personal mail in accordance with DAF, United States Postal
Service (USPS), and federal regulations. By integrating these diverse functions, HRA professionals enhance strategic
personnel management, strengthen organizational cohesion, and contribute directly to the operational success of the Air
Force.

2. Duties and Responsibilities:

2.1. Personnel Programs. Manages military human resource programs and provides guidance to commanders and
Airmen on DAF personnel policies. Directs assignments, promotions, separations, retirements, classification, awards,
decorations, retraining, casualty reporting, personnel reliability, and readiness programs. Determines program
eligibility, counsels Airmen on reenlistment opportunities, benefits, and entitlements, and implements force
management tools such as boards, selective reenlistment, and bonus programs. Supplies leadership with detailed
personnel reports and statistical analyses to inform strategic decision-making.

2.2. Personnel Data Management and Analysis. Ensures personnel data integrity through systematic auditing, analysis,
and discrepancy resolution for both deployed and in-garrison personnel. Develops, interprets, and reviews
management assessment products and transaction registers to maintain compliance and accuracy. Conducts routine
crosschecks between personnel systems and source documents, identifying and correcting inconsistencies. Compiles,
organizes, and submits management data and reports to facilitate personnel decision-making while tracking key metrics
to enhance readiness and operational efficiency.

2.3. Personnel Actions and Accountability. Handles personnel processing and accountability, ensuring precise tracking
of DAF personnel across garrison and deployed locations. Executes in- and out-processing, duty status reporting, and
personnel movement tracking, including leave, temporary duty, hospitalization, sick in quarters, and casualty
reporting. Maintains personnel readiness by ensuring timely updates to duty status and personnel records.

2.4. Compliance, Inspection, and Counseling. Conducts inspections to verify compliance with DAF personnel policies
and directives. Identifies discrepancies, recommends corrective actions, and monitors personnel processing for
timeliness, propriety, and accuracy. Provides counseling and advisory support to Airmen on personnel programs,
benefits, entitlements, and career progression, assisting them in navigating administrative processes.

2.5. Commander Support Staff (CSS). Manages organizational personnel and manpower programs, ensuring accuracy in
database systems and coordinating personnel actions between units and military personnel organizations. Administers
administrative functions, including evaluations, decorations, recognition programs, fitness tracking, and
in-/out-processing. Maintains personnel records, duty status changes, and suspense systems for personnel actions and
correspondence. Oversees leave web programs and assists Airmen with web-based personnel applications. Prepares
and processes disciplinary actions, including Articles 15, letters of reprimand, investigation reports, unfavorable
information files, and separation actions in support of command personnel management.

2.6. Personnel Support for Contingency Operations (PERSCO). Executes PERSCO functions, maintaining personnel
accountability for deployed forces and ensuring accurate reporting to combatant commanders. Conducts casualty
reporting for missing, deceased, ill, or injured personnel while coordinating inbound and outbound operations for
deployed locations. Provides critical personnel support, including virtual record updates, emergency leave processing,
and promotion actions. Acts as a vital link between deployed personnel and home stations, ensuring operational
continuity and personnel readiness in contingency and wartime environments.
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2.7. Administrative Support. Provides executive administrative support to General Officers, Senior Executive Service
civilians, and military leaders, ensuring seamless coordination of travel, lodging, itineraries, and official functions.
Assists commanders in executing official events, including recognition ceremonies and Distinguished Visitor (DV)
engagements, by managing logistics, venues, mementos, and guest lists. Leads executive correspondence management,
facilitates meetings, and administers organizational communications, including document preparation, distribution,
workflow management, and electronic mail organization. Carries out administrative duties such as calendar
management, meeting coordination, and customer service while ensuring compliance with communication standards
and formatting requirements.

2.8. Postal and Official Mail Operations. Directs and supervises postal operations, ensuring secure handling, processing,
and distribution of official correspondence in accordance with United States Postal Service (USPS) and military postal
regulations. Manages Military Post Offices (MPO), Aerial Mail Terminals (AMT), and Mail Control Activities (MCA) to
facilitate efficient mail processing and delivery for authorized users. Administers postal financial services, including
postage sales and money orders, while maintaining accountability through accurate records and reporting. Coordinates
mail transportation logistics, resolves distribution issues, and monitors air carrier facilities to ensure timely delivery via
military and commercial carriers. Handles official mail functions, including receipt, distribution, expenditure tracking,
and compliance with Private Express Statutes. Manages contracting officer representative duties for outsourced
operations, ensuring regulatory compliance and effective communication within the organization.

3. Specialty Qualifications:

3.1. Knowledge. Mandatory knowledge includes personnel policies, procedures, and principles of personnel
management, covering assignment, promotion, customer service, quality force initiatives, personnel readiness,
deployment/mobilization procedures, and PERSCO operations. Proficiency in interviewing and counseling techniques,
administrative communications, correspondence management, and general office operations is required.
Understanding organizational structure and its relationship to mission execution is essential, along with familiarity
with policies, programs, and procedures governing benefits for military personnel, retirees, and family members.
Knowledge of Personnel Data System (PDS) capabilities, occupational survey procedures, and benefit programs is
critical. Additionally, expertise in office management policies, technologies, and procedures is required, including
administrative support for personnel and manpower programs, executive support responsibilities, and postal and
official mail operations.

Performs other duties as assigned
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CROSS-TRAINING REQUIREMENTS

ASVAB Score

PULHES Score

Additional Entry Requirements
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