
ACTIVE/GUARD RESERVE (AGR) 
Vacancy Announcement #16-068 

(For on-board AL ARNG AGR Enlisted only) 
 

HUMAN RESOURCES NCO 
MOS/AOC:  42A2O (E-4 – E-5) (Must be 42A Qualified) 

(107/03) 1 VACANCY 
 

731st CSSB, HHC 
Tallassee, AL 

 
OPENING DATE:   26 July 2016                                             CLOSING DATE:   10 August 2016 
 
ARNG AGR JOB ANNOUNCEMENT: (SPC-SGT)  
Open to current AL ARNG AGR Enlisted only(42A Qualified). 
 
Duty Position Job Description/Criteria: 
The human resources specialist supervises or performs personnel and administrative functions in support 
of company, battery, troop, detachments at division, corps, and echelons above corps; in brigade and 
battalion S1's or in other similar organizations, activities and units; and advises the commander, the staff, 
and unit Soldiers on human resource matters. The human resources specialist also participates in 
occupational classification and management of human resources or supervises personnel management 
of human resources or supervises personnel management activities to include maintaining officer and 
enlisted personnel records and processing personnel actions concerning Soldiers and their families. The 
human resources specialist operates and manages field personnel information systems, trains and assist 
system users, or monitors system activities. The human resources specialist provides and manages 
postal operations. Prepare personnel accounting and strength management reports. Prepare and reviews 
personnel casualty documents.  Monitor appointment of line of duty, survivor assistance and summary 
court officers. Processes line of duty investigations. Prepare letters of sympathy to next of kin. Prepares 
and processes recommendations for awards and decorations and arranges for awards ceremony. 
Prepares, updates, and coordinates requests for evaluations, to include responding to evaluation 
inquiries. Prepares and monitors requests for promotions and arranges for promotion ceremony, to 
include promotion declinations, reconsideration for promotions, and arrange for reduction and removal 
boards for Soldiers on local promotion standing lists. Processes centralized and decentralized promotions 
and reduction actions. Prepares and monitors requests for reductions, transfers, and discharges. 
Prepares and monitors requests for identification cards and tags, leaves, and passes, line of duty 
determination, MILPER data and information management, orders for temporary duty and travel, 
personnel processing, personnel security clearances, training and reassignment, retention, military and 
special pay programs, personnel accounting and strength management, transition processing, meal 
cards, training Soldier support file, and unit administration. Apply knowledge of provisions and limitations 
of Freedom of Information and Privacy Acts. Requisitions and maintains office supplies, blank forms, and 
publications. Type’s military and non-military correspondence in draft and final copy. Prepares and 
maintains functional files per Army Records Information Management System (ARIMS). Evaluate 
personnel qualifications for special assignment. Prepares and processes requests for transfer or 
reassignment. Process classification/reclassification actions. Prepare orders and request for orders. 
Prepares and maintains officer and enlisted personnel records.  Transfer records. Process personnel for 
separation and retirement. Process applications for OCS warrant officer flight training or other training. 
Processes bars to reenlistment, suspension of favorable personnel actions. Initiate action for passports 
and visas. Posts changes to Army regulations and other publications. Executes and monitors automated 
interface with other automated systems. Monitors status of unresolved errors and initiates required 
corrective action. Monitors processing of feedback from HQDA and takes necessary corrective action. 
Monitor performance of systems users. Identify problems and discrepancies. Provides assistance or 
refers resolution to superiors. Conduct postal operations.  Provides technical guidance to subordinate 
Soldiers in accomplishment of these duties. Review cyclic and other reports to assess systems 
performance. Maintain liaison with servicing data processing facility and field managers of interfaced 
systems. Prepares and monitors plans for supporting mobilization. Conducts postal inspections and 
audits.  Administrative and Training duties as assigned. 
 
 



Physical demands rating and qualifications for initial award of MOS 
(1) A physical demands rating of light. 
(2) A physical profile of 323222. 
(3) Qualifying scores. 
   (a) A minimum score of 95 in aptitude area CL in Armed Services Vocational aptitude Battery 
(ASVAB) tests administered prior to 2 January 2002. 
    (b) A minimum score of 92 in aptitude area CL on ASVAB tests administered on and after 2 
January 2002 and prior to 1 July 2004. 
    (c) A minimum score of 90 in aptitude area CL on ASVAB tests administered on and after 1 
July 2004. 
(4) Formal training (completion of a resident course of instruction for MOS 42A conducted under the 
auspices of the U.S. Army Adjutant General School) mandatory. Effective 1 June 2013, attendance to 
formal training is limited to personnel in the rank/grade of SSG/E6 non-promotable and below. Soldiers 
with contracts or reclassification packets approved prior to 1 April 2013 are excluded from this 
requirement and will be processed for training. Initial award of MOS 42A is limited to personnel in the 
ranks of SSG/E6 non-promotable and below.  
   
If interested in interviewing for this position, please forward the following: 
1. Memorandum Requesting an Interview 
2. Current Enlisted Record Brief (ERB) with ASVAB scores. 
3. MEDPROS IMR Report 
4. Height & Weight Statement (DA 5500 if applicable) 
5. Last Three NCOER’s if applicable  
6. Last 2 record APFT (DA 705) 
7. Memo from supervisor acknowledging your interest in the position.   
 
 
MAILING ADDRESS: 
JFHQ-HRO-MDM 
ATTN: SFC Smith 
1720 Congressman W.L. Dickinson Drive 
MONTGOMERY, AL 36109-0711 


	HUMAN RESOURCES NCO
	MOS/AOC:  42A2O (E-4 – E-5) (Must be 42A Qualified) (107/03) 1 VACANCY
	OPENING DATE:   26 July 2016                                             CLOSING DATE:   10 August 2016
	5. Last Three NCOER’s if applicable
	6. Last 2 record APFT (DA 705) 7. Memo from supervisor acknowledging your interest in the position.


