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2.1. Manages military personnel programs and advises commanders and Airmen on Air Force personnel
policy. Manages a myriad of Air Force programs including; assignments, promotions, evaluations,
identification cards, separations, retirements, benefits, entitlements, retention, classification, awards,
decorations, retraining, casualty, personnel reliability, and personnel readiness programs. Determines
program eligibility and counsels airmen on career progression. Manages and executes force
management tools such as; force management boards, selective reenlistment, and bonus programs.
Counsels airmen on reenlistment opportunities, benefits, and entitlements. Advises commanders and
provides reports and statistics to make personnel decisions.
2.2. Manages data analysis products and ensures the accuracy of both deployed and in-garrison
personnel data. Creates, interprets, and audits management assessments products and transaction
registers and identifies mismatches. Works with commanders and Airmen to resolve discrepancies and
ensures the accuracy of personnel data. Routinely crosschecks data from the personnel data system
with source documents in the personnel records to ensure accuracy.
2.3. Performs personnel actions. Conducts in and out processing at both in garrison and deployed
locations and maintains accountability of Air Force personnel. Manages duty status reporting to include;
leave, temporary duty, hospitalization, sick in quarters, and casualty reporting.
2.4. Oversees personnel activities and functions. Inspects personnel activities for compliance with
policies and directives. Reports discrepancies and recommends corrective action. Monitors personnel
actions for timeliness, propriety, and accuracy. Ensures proper counseling of individuals on personnel
programs, procedures, and benefits. Organizes and compiles management data and submits reports.
2.5. Performs Commanders Support Staff (CSS) personnel functions. Prepares and processes
administrative support actions relating to unit programs such as fitness, in and out-processing,
evaluations. Manages leave web program. Maintains suspense system for personnel actions and
correspondence. Maintains and monitors duty status changes. Provides customers with guidance on how
to use web-based applications for personnel actions. Prepares and processes Articles 15, letters of
reprimand, investigation reports, unfavorable information files, and separation actions.
2.6. Performs Personnel Support for Contingency Operations (PERSCO) functions. Ensures
accountability and casualty reporting for deployed forces, reports data to combatant commanders, and
enables sound wartime decisions. Provides additional personnel support, as required
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Interested applicants who meet the eligibility criteria listed in this announcement may apply by submitting the below listed documents to the
location below Complete applications must be received .

Cover Letter identifying the position you are applying for.
Civilian or Military Resume.
CURRENT Records Review RIP (available on vMPF via AF Portal).
CURRENT Points Credit Summary (available on vMPF via AF Portal).
CURRENT and PASSING Report of Individual Fitness (from )
Additional requirements:

**

If you have any questions on package submission email If you have any position related
questions please contact the selecting superv

Federal law prohibits the use of government postage for submission of applications.

All applicants will be protected under Title VI of the Civil Rights Act of 1964. Eligible applicants will be considered without regard to race, age, religion, marital status, 
national origin, political affiliation or any other non-merit factor. Due to restrictions in assignment to certain units and AFSC/MOS some positions may have gender

restrictions.

Non-UMD vacancy justification:
Advertising this position to compete a promotion opportunity. Current UMD member will be competing
for another DSG vacancy at the 233d Space Group.
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