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ANNOUNCEMENT NO. DATE ISSUED CLOSING DATE 

16-016-A-AIR 22 January 2016 5 February 2016 

UNIT OF ASSIGNMENT LOCATION CIVILIAN SERIES & 
GRADE 

SALARY RANGE 

137TH IS Terre Haute, IN N/A MSgt/MSgt 

POSITION TITLE PDCN MINIMUM MILITARY 
GRADE 

MAXIMUM MILITARY 
GRADE 

First Sergeant TBD E7/MSgt E7/MSgt 

COMPATIBLE MILITARY ASSIGNMENT 

Air Force Specialty Code (AFSC) 8F000 

PERMANENT CHANGE OF STATION (PCS) FUNDING 

FUNDS MAY BE AVAILABLE 

MILITARY DUTY TOUR TYPE AND AREA OF CONSIDERATION 

 Military Duty Tour, Active Guard/Reserve (AGR), under Title 32, U.S.C., Sec 502(f) Three (3) years with the 
potential for follow on tours. 

 IAW ANGI 36-101, follows on tours for members with at least 20 years of TAFMS will be approved in 1-2 
year increments. 

 Open to Females. 

DUTIES AND RESPONSIBILITIES 

Provides the commander a mission-ready enlisted force to execute the unit mission. Must remain vigilant for, and 
move to resolve, issues that, left unchecked, would adversely impact the readiness of enlisted members. Prepares 
enlisted personnel of the organization to deploy in support of mission requirements.  Exercise the necessary 
leadership to provide and sustain a mission-ready workforce for the commander. 
 
Advises the commander on a wide range of topics including the health, esprit de corps, discipline, mentoring, 
well-being, career progression, professional development, and recognition of all assigned enlisted members.  
Assists the commander in preparation and execution of unit training and information programs (e.g. commander’s 
call). Attends staff meetings. Represents the commander at base meetings and councils, and when conducting 
tours through unit areas. 
 
Works with fellow senior noncommissioned officers (SNCO) and supervisory personnel to ensure discipline is 
equitably maintained, and the health, esprit de corps, discipline, mentoring, and welfare of the enlisted force are 
met. Ensures supervisors set an appropriate example for the subordinates. Provides leadership and guidance to 
supervisors and members enabling them to resolve problems or complaints at the lowest level. Coordinates the 
resolution of complex problems with the supervisor, member, commander, and appropriate base agencies.  
Maintains liaison with base agencies to ensure availability of services for unit members. Ensures training is 
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provided on matters of leadership, customs and courtesies, dress and personal appearance, self-discipline, 
adherence to standards, drill and ceremony, safety, hygiene, and sanitation. Supports and promotes profession 
military education activities. Corrects conduct prejudicial to good order and discipline.   
 
Assists enlisted personnel in adapting to military environment and adjusting to the organization and duty 
assignments. Monitors unit sponsorship programs and conducts orientation for newly assigned personnel.  Make 
frequent contact with unit members at work, housing, and recreation areas. 
 
Manages care and upkeep of unit dormitories and adjacent grounds. Participates in the Quarters Improvement 
Committee. Inspects dormitories, day rooms, and unit areas as necessary. Initiates corrective action when 
required. Addresses housing concerns, ensuring personnel are expeditiously housed, accounted for, and issues or 
conditions, which have the potential to negatively impact readiness, are resolved.   
 
Supervises administrative actions directed by the commander. Coordinates with supervisors of enlisted personnel 
to schedule unit functions, duties, leave, passes, and other absences from duty.  Performs quality force review and 
ensures timely processing of performances reports, awards, decorations, favorable communications, promotions, 
demotions, classification actions, quality control actions, and disciplinary actions. 
 
Works closely with the command chief master sergeant to ensure enlisted members understand and are prepared 
to execute the mission. Develops and executes specific goals, plans, and objectives to address issues related to 
enlisted members. 

GENERAL EXPERIENCE  

Knowledge is mandatory of personnel management with emphasis on quality force indicators, personnel, and 
administration; military training; Air Force organization; drill and ceremonies; customs and courtesies; sanitation 
and hygiene; military justice; and counseling techniques.  Ability to speak distinctly. 

OTHER REQUIREMENTS/CONDITIONS OF EMPLOYMENT 

- Must hold 8F000 AFSC to be considered 

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

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

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

-Applicants should be able to complete 20 years Total Active Federal Military Service prior to reaching 
mandatory separation date. 

-Once selected, members must maintain qualifications for mobilization and attend all Unit Training Assemblies 
(UTA), exercises, and periods of annual training. 

-Security Clearance: Applicants must have or be able to obtain a TOP SECRET security clearance. 

-Medical/Physical: Applicants must meet any medical standards or physical requirements designated for the 
position. 

-Direct Deposit/Electronic Fund Transfer Program: Selected candidate is required to participate as a condition 
of employment. 

APPLICATION PROCEDURES 

Interested applicants may apply for this AGR vacancy by submitting all of the following: 

-Complete and SIGNED NGB Form 34-1. 

- Applicants MUST submit PASSING fitness assessment CURRENT through the closing date.  
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-Current Record Review Listing (RRL-RIP).  Contact your local Military Personnel Flight (MPF) or visit the 
Virtual MPF. APPLICATION MUST BE RECEIVED BY THE HUMAN RESOURCES OFFICE NOT 
LATER THAN 1600 HOURS ON THE CLOSING DATE OF THIS ANNOUNCEMENT. 

- Incomplete application packets will 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 applications, hand carried applications, and mailed applications will no 
longer be accepted. If the application packet is too large to be sent in one email, break the packet into two 
separate attachments and send it in two separate emails. If sending multiple emails, subject line must end in 1 of 
2, 2 of 2 (example- AGR application Smith, 1 of 2).  Email:  ng.in.inarng.mbx.mdihrweb@mail.mil    Original 
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. The applicant is responsible to ensure the application is complete 
and all required documents are correct and included. 

Selecting Official: Lt Col Michael D. Holmes, 137TH IS, DSN 873-1137/ 812-543-1137 
 

 


