JOINT FORCESHEADQUARTERS-INDIANA
AIR NATIONAL GUARD MILITARY DUTY TOUR (AGR)

Open, 181°T Air Base Only

ANNOUNCEMENT NO. ‘ DATE ISSUED ‘ CLOSING DATE
16-001-A-Air 1 October 2015 15 October 2015
UNIT OF ASSIGNMENT LOCATION CIVILIAN SERIES & SALARY RANGE
GRADE
1815 Medical Group Terre Haute, IN N/A Sra/TSgt
POSITIONTITLE PDCN MINIMUM MILITARY MAXIMUM MILITARY
GRADE GRADE
Health Service Management TBD E4/Sra E6/TSgt

COMPATIBLE MILITARY ASSIGNMENT
Air Force Specialty Code (AFSC) 4A071
PERMANENT CHANGE OF STATION (PCS) FUNDING
FUNDSMAY BE AVAILABLE

MILITARY DUTY TOUR TYPE AND AREA OF CONSIDERATION

X Military Duty Tour, Active Guard/Reserve (AGR),der Title 32, U.S.C., Sec 502(f) Three (3) yearthhe
potential for follow on tours.

DXl IAW ANGI 36-101, follows on tours for members withleast 20 years of TAFMS will be approved in 1-2
year increments.
X] Open toFemales.

DUTIES AND RESPONSIBILITIES

Serve as a Medical Records Technician ensuringetreaty airman is medically ready to execute hisgtate and
federal mission. Ensure the proper management dicalerecords for all assigned to the Intelligel¢mg and
shall assist other fulltime staff in accomplishihg day to day operations of the Medical Group.

Implement and manage the Armed Forces Health Lodigial Technology Application (AHLTA) information
management systems utilized for aerospace medicidd¢orce health protection programs. Assist With
management of the AHLTA Electronic Medical Recdrdegram and ensures members are trained to
successfully utilize the system.

Create, manage and process medical records fenturmrembers. Create medical records for new acress
Process medical records for individuals scheduedésic Military Training, Technical School, Trémsand
Discharge. Prepare medical records for individsateduled for monthly physical exams. File docotaison
in individual medical/dental records.

Update physical examination data in required infation management systems. Assist with the manageohe
the Reserve Component Periodic Health Assessm&@RKR) Program. Schedule members to complete
medical/dental requirements. Edit, review anddaik medical records for accuracy and completeness.
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Document medical records and notify members toamirghysician for laboratory or diagnostic resul@mply
with policies and procedures developed for thenflimedicine and grounding management programs.reénsu
new policies and procedures are provided to mediedfl in a timely manner.

Assist with medical deployment eligibility determations. Review military unique individual readises
requirements. Prescreen medical records for miédisrdal health issues that require evaluatiordgloyment
eligibility. Perform quality assurance studiesiesvs. Conduct annual medical/dental record revieRarform
quality assurance checks on in-coming medical/deatards. Compile and complete special and reayirr
reports.

Operational Security (OPSEC) principles and thggerananagement of Privacy Act, HIPAA and FOUO
information. Privacy Act of 1974, and must be faaniwith the proper management of this type obimiation.
Health Information Portability and Accountabilit)cA(HIPPA), and must be familiar with the proper
management of this type of information. “For OiidJse Only” (FOUO).

Manage, prepare file plans and ensure proper digposf all record sets for the Medical Group iziihg the Air
Force Records Information Management System (AFRIMS

Determines eligibility, authorizes and coordinateglian and military medical care for Active GuaRkserve
(AGR) personnel and other eligible beneficiarieadsordance with directives and local policiestidtes and
monitors Line of Duty (LOD) determinations for agsed personnel. Manages LOD follow-ups and ensures
members are providing required documentation. éases LODs for higher headquarters approval. &eevi
policy guidance to unit commanders and supervis@mordinates with civilian and military medicabprders
and other base organizations (finance, personnglcommanders, supervisors, and legal) to enstoerate
processing and continuity of care. Builds and r@ams strong relations and understanding of cinihaalthcare
system and the TRICARE program to assist with anag&d RICARE beneficiary questions, providing
education and resolving problems.

Strong organizational skills and communicationlskiboth written and verbal. Basic knowledge ahstard
office procedures and the ability to interpret gahdirection. Knowledge and experience needadé&
Microsoft Office Suite including but not limited txcel, Word, PowerPoint and Outlook. Use varisofware
programs to maintain database files and prepatsep

GENERAL EXPERIENCE

Knowledge is mandatory of: general clerical procedumedical terminology, regulations, and direztiv
medical ethics; health records administration; @ples of coding; and anatomy and physiology.

OTHER REQUIREMENTS/CONDITIONS OF EMPLOYMENT |

-Once selected and assigned, AGR members mustrrémidie position for a minimum of twenty-four (24)
months.

-Applicants must meet requirements of AFI 36-2905Fdrce Fitness Program.

-Applicants must have sufficient time remainingaumrent ANG enlistment or mandatory removal date to
complete AGR Tour.

-Applicants should be able to complete 20 yearalTAttive Federal Military Service prior to reachin
mandatory separation date.

-Once selected, members must maintain qualificationmobilization and attend all Unit Training &ssblies
(UTA), exercises, and periods of annual training.

-Security Clearance: Applicants must have or be able to obtaBEECRET security clearance.
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-Medical/Physical: Applicants must meet any medical standards osighyrequirements designated for the
position

-Direct Deposit/Electronic Fund Transfer Program: Selected candidate is required to participat@ @sndition
of employment.

Vice: Frank, Jorge

APPLICATION PROCEDURES ‘

Interested applicants may apply for this AGR vagamngcsubmitting all of the following:
-Complete and SIGNED NGB Form 34-1.
- Applicants MUST submit PASSING fitness assessment CURRENT through the closing date.

-Current Record Review Listing (RRL-RIP). Contact your local Military Personnel Flight (pPor visit the
Virtual MPF. Applications must be delivered, Faxedhailed or mailed to the Joint Forces Headqualteliana
Human Resource Office adlUST BE RECEIVED BY THE HUMAN RESOURCES OFFICE NOT
LATER THAN 1600 HOURS ON THE CLOSING DATE OF THISANNOUNCEMENT.

- Incomplete application packetswill NOT be considered for further review. If emailed, please submit all
documents combined into ONE PDF attachment, if possible.

POC is SSG Estes: 317-247-3300 EXT: 74013, DSN 369-2300 EXT: 74013.

Hard copy applications such as faxed applicatibasd carried applications, and mailed applicatigiisno
longer be acceptetf.the application packet is too large to be serdne email, break the packet into two
separate attachments and send it in two separatigseithsending multiple emails, subject line mast in 1 of
2, 2 of 2 (example- AGR application Smith, 1 of Bail: ng.in.inarng.mbx.mdihrweb@mail.milCriginal
signature will be required for EMAILED copies at the time of the interview. HRO will not review the application for
completion or accuracy before the closing date. apqgicant is responsible to ensure the applicata@omplete
and all required documents are correct and included

Selecting Official: CM Sgt Tracie L. Newman, INANG 873-5167
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