
DEPARTMENT OF  

DEFENSE, VETERANS AND EMERGENCY MANAGEMENT 

Military Bureau 

Joint Force Headquarters, Maine National Guard 

Camp Keyes, Augusta, Maine  04333-0033 

 

23 June 2015 

 

TECHNICIAN POSITION VACANCY ANNOUNCEMENT #15-076 

 

POSITION:  Supervisory IT Specialist (SYSADMIN) (D1581000) (GS-2210-13) EXCEPTED 

POSITION   

 

LOCATION:  Deputy Chief of Staff of Information Management, Camp Keyes, Augusta, 

Maine 

 

SALARY RANGE:   

 

$83,468 to $108,507 per annum  GS-13 

 

CLOSING DATE:  10 July 2015 

 

AREA OF CONSIDERATION:   

 

AREA I – All permanent and indefinite Warrant Officer (CW4 and below) Excepted 

Technicians in the Maine Army National Guard Enlisted Technicians and personnel with 

reemployment rights to MEARNG positions.  

 

AREA II – All Warrant Officer (CW4 and below) Members of the Maine Army National 

Guard.  

 

PERMANENT CHANGE OF STATION (PCS):  PCS expenses may not be authorized for 

this position.  Authorization for payment of PCS expenses will be granted only after a 

determination is made that payment is in the best interest of the Maine National Guard. 

 

DUTIES:  See attached duties and responsibilities. 

 

MINIMUM QUALIFICATION REQUIREMENTS:  Each applicant must show how they 

meet the General and Specialized Experience listed below; otherwise, the applicant may lose 

consideration for this job. 

 

GENERAL EXPERIENCE:  Experience, education or training that has provided a basic 

knowledge of data processing functions and general management principles that enabled the 

applicant to understand the stages required to automate a work process. Experience may have 

been gained in work such as computer operator or assistant, computer sales representative, 



program analyst, or other positions that required the use or adaptation of computer programs and 

systems. 

 

SPECIALIZED EXPERIENCE:  Must have thirty-six (36) months experience to qualify for 

GS-13, which required the applicant to acquire and apply each of the following knowledge, 

skills, and/or abilities: 
 

     GS-13 

 

1. Knowledge of managing the system administration functional area.  

 

2. Knowledge in leading, directing and assigning work of personnel. 

 

3. Ability to research and analyze data. 

 

4. Ability to communicate orally and in writing. 

 

5. Skill in organizing work in a logical sequence. 

 

6. Knowledge of computer programming techniques. 

 

7. Skill in evaluating and making recommendations for automated data processing programs 

and equipment. 

 

COMPATIBILITY CRITERIA:    WMOS: 255A, 255N, 255S 

      

 

ADDITIONAL REQUIREMENT:  The position is an IAT level 2 position.  As a condition of 

employment, individuals have 6 months in which to complete and receive the SEI 264 (for the 

level and grade at which the person is serving) mandated by DoD Career Development Program 

for Information Assurance Workforce Improvement Program (DoD 8750.01M). 

 

HOW TO APPLY:  Detailed instructions are contained in an Instruction Guide titled 

“Technician Vacancy Announcement Guide” which should be posted with this vacancy 

announcement.  Applicants may apply using the OF Form 612 Optional Application for Federal 

Employment, a resume, or any other format they choose.  In addition to their basic application, 

applicants are strongly encouraged to complete ME Form 171, Military Experience and Training 

Supplement.  Applications forwarded to HRO should be no more than eight (8) pages although 

additional pages may be submitted as necessary.   Applications should include written or 

documented proof of education, training, and work experience deemed necessary to adequately 

respond to general and specialized experience factors listed in the TPVA.  Professional licenses 

or education transcripts necessary to validate qualifications should be submitted as required in 

the TPVA.  Do not include photo copies of awards (a military ribbon rack or civilian certificate), 

letters of commendation, enlisted or officer performance reports, Technician performance 



appraisals, and personal photos unless specifically requested in the TPVA”.  Applications must 

be forwarded to:  Joint Force Headquarters, ATTN:  HRO, Camp Keyes, Augusta, Maine  

04333-0033, NOT LATER THAN the closing date.  Applications received AFTER the closing 

date WILL NOT BE CONSIDERED.  The use of government envelopes, postage or facsimile 

machines to submit applications is prohibited.  We are allowed to receive facsimiles sent from 

non-government facsimile machines. The inter-office distribution system may be used. You may 

also e-mail it to:  ng.me.mearng.list.hro-applications@mail.mil 

 

APPOINTMENT:  Selectee will be required to participate in Direct Deposit/Electronic Funds 

Transfer as a condition of employment.  The Adjutant General retains exclusive appointment 

authority for Technicians.  No commitment will be made to any nominee prior to a review of 

qualifications by this office.  The Maine National Guard is an Equal Opportunity Employer.  All 

appointments and promotions will be made without regard to race, color, creed, sex, age or 

national origin. 

 

DISSEMINATION:  Supervisors/Commanders please post to bulletin boards, read at unit 

formations and notify personnel who may be interested.  Qualified personnel who may be absent 

during this announcement period due to ADT, AT, TDY, school, illness, etc., should be notified. 

 

WORK:  DSN 430-6013/COM (207) 626-6013    FAX:  DSN 626-4246/COM (207) 626-4246 

 

FOR THE HUMAN RESOURCES OFFICER: 

 

 

 

        //s//         

        LISA M. SESSIONS 

                  MAJ, AG  

                  Human Resources Specialist 

(Recruitment & Placement/Compensation) 

mailto:ng.me.mearng.list.hro-applications@mail.mil


25. 

 
a.  INTRODUCTION 
 
This position serves as the chief of an information management division/branch.  The 
organization provides support for the assigned portion of the command, control, 
communications and computers (C4) program. 
 
b.  DUTIES AND RESPONSIBILITES 
 
--Plans, organizes, and directs the activities of the organization, ensuring that the advice 
and assistance provided complies with legal and regulatory requirements and meets 
customer needs.  Develops goals and objectives that integrate division/branch and 
overall C4 program objectives.  Researches, interprets, analyzes and applies applicable 
C4 guidelines, policies and objectives.  Establishes policies and procedures for 
accomplishment of the organization’s C4 mission.  Plans and schedules work in a 
manner that promotes a smooth flow and even distribution.  Coordinates plans and 
schedules with other organization managers and customers as appropriate.  Identifies 
need for changes in priorities and takes action to implement such changes.  Plans work 
to be accomplished by subordinates, sets and adjusts short-term priorities, and 
prepares schedules.  Assigns work to subordinate employees based on organization 
priorities and consideration of difficulty and requirements of assignments such that the 
experience, training, and abilities of staff are effectively utilized to meet organization and 
customer needs.  Balances workload and provides advice, guidance, and direction on a 
wide range of technical and administrative issues.  Structures assignments to create 
effective and economical positions.  Coordinates with other information management 
organization managers and customers as appropriate.  Reviews organization mission, 
functions, and manning.  Identifies requirements and initiates requests for additional 
resources including personnel, overtime, equipment, supplies, and space to ensure 
success in meeting goals and objectives.  Provides advice to supervisor on significant 
issues and problems related to work accomplishment.  Establishes metrics and analysis 
systems to ensure actions are timely and reviewed at critical points.  Accepts, amends, 
or rejects work presented by subordinates.  Performs self-inspection and presents a 
detailed and comprehensive report with any corrective action taken to supervisor.  
Follows-up to ensure complete and quality resolution of discrepancies.  Assesses and 
revises policies and procedures as needed to improve quality, timeliness, and efficiency 
of work. 
 
--Exercises supervisory personnel management responsibilities.  Advises and provides 
counsel to employees regarding policies, procedures, and directives of management.  
Selects or recommends selection of candidates for vacancies, promotions, details, and 
reassignments in consideration of skills and qualifications, mission requirements, and 
EEO and diversity objectives.  Develops, modifies, and/or interprets performance 
standards.  Explains performance expectations to employees and provides regular 
feedback on strengths and weaknesses.  Holds employees responsible for satisfactory 
completion of work assignments.  Appraises subordinate workers performance ensuring 



consistency and equity in rating techniques.  Recommends awards when appropriate 
and approves within-grade increases.  Hears and resolves employee complaints and 
refers serious unresolved complaints to higher-level management.  Initiates action to 
correct performance or conduct problems.  Effects minor disciplinary measures such as 
warnings and reprimands and recommends action in more serious disciplinary matters.  
Prepares documentation to support actions taken.  Identifies employee developmental 
needs and provides or arranges for training (formal and on-the-job) to maintain and 
improve job performance.  Encourages self-development.  Approves master leave 
schedule assuring adequate coverage for peak workloads and traditional holiday 
vacation time.  Demonstrates sensitivity to ideas of subordinates.  Promotes an 
environment in which employees are empowered to participate in and contribute to 
effective mission accomplishment.  Discharges security responsibilities by ensuring 
education and compliance with security directives for employees with access to 
classified or sensitive material.  Recognizes and takes action to correct situations 
posing a threat to the health or safety of subordinates.  Applies EEO principles and 
requirements to all personnel management actions and decisions, and ensures all 
personnel are treated in a manner free of discrimination.  Periodically reviews position 
descriptions to ensure accuracy, and the most effective utilization of personnel 
resources.  Explains classification determinations to subordinate employees. 
 
--Represents the organization with a variety of state and functional area organizations.  
Establishes, develops, and maintains effective working relationships with National 
Guard Bureau and state personnel at all management levels.  Meets with key customer 
and coordinating officials to assess customer satisfaction, explain organization policy 
and procedures, and resolve problems that arise.  Provides or ensures that 
subordinates provide customer guidance and training.  Participates in special projects 
and initiatives and performs special assignments.  Identifies the need for special 
projects and initiates milestones and goals.  Evaluates reports by analyzing facts and 
performing appropriate research and prepares detailed responses.  Determines 
appropriate recommendations for unresolved or questionable problems and performs 
follow-up.  Researches and determines or recommends appropriate actions or 
interpretation of issues that impact organization, installation, command, or agency. 
 
--Performs other duties as assigned. 
 


