
POSITION TITLE: OPEN DATE: CLOSE DATE:

UNIT OF ACTIVITY/DUTY LOCATION: GRADE REQUIREMENT:
Min: Max:

SELECTING SUPERVISOR:

AREAS OF CONSIDERATION

INITIAL ELIGIBILITY CRITERIA

PREFER ED QUALIFICATIONS

MAJOR DUTIES

Commander Support Staff

25-041

Position Number

Please refer to attached pages for more info on the major duties and initial qualifications for this position for this AFSC or go to:
https://www.my.af.mil to review the AFECD or AFOCD
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APPLICATION PROCEDURES

NSTRUCTIONS TO COMMANDERS/SUPERVISORS:

THE ALASKA NATIONAL GUARD IS AN EQUAL OPPORTUNITY EMPLOYER

EMAILING REQUIREMENTS: 
Ensure all requirements are consolidated into ONE single PDF (Adobe Portfolio is not recommended. Signatures may be stripped once they are 
saved. Consider printing signed documents to PDF prior to combining files). 
PDF File Name should be: Position Announcement Number, Last name, First name, Grade 
 - Example: ANG 25-XXX Doe, Jane E1 
Email Subject should be: Announcement Number
 - Example: ANG 25-XXX   
Email Application Package to:  ng.ak.akarng.mbx.hro-agr@ARMY.mil 

DoD SAFE SUBMISSIONS: 
Applications will be accepted through DoD SAFE if standard email procedures do not work: DoD SAFE  https://safe.apps.mil/ 
 - If a passphrase is created, email it separately to ng.ak.akarng.mbx.hro-agr@ARMY.mil   
 - All application documents must be consolidated into a single .pdf file. (Do not put in a PDF Portfolio format) 



DAFECD, 31 Oct 24

216 

CEM Code 3F000 
AFSC 3F091, Superintendent 
AFSC 3F071, Craftsman 
AFSC 3F051, Journeyman 
AFSC 3F031, Apprentice 
AFSC 3F011, Helper 

PERSONNEL 

(Changed 31 Oct 24) 

Specialty Summary. Manages, supervises, and leads military personnel and human resource programs. Analyzes Air Force policy and
provides recommendations to commanders, supervisors, and Airmen on benefits, entitlements, career progression, retention, and
relocation programs. Updates and maintains personnel data systems, analyzes data mismatches, and provides Air Force leadership with
accurate data points to make force management decisions. Related DoD Occupational Subgroup: 153100.

Duties and Responsibilities:
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.

Specialty Qualifications:
3.1. Knowledge. Knowledge is mandatory of: personnel policies and procedures; preparing and maintaining records; assignment,
promotion, customer service, quality force, personnel readiness, PERSCO and deployment/mobilization procedures; interviewing and
counseling techniques; policies and procedures relating to administrative communications, correspondence, messages, and general office
management; overall organizational structure and its interrelationship with the mission; terminology and procedures employed within
functional areas assigned; policies, programs, and procedures of agencies administering and providing benefits to military personnel,
retirees, and family members; PDS capabilities and applications; occupational survey procedures; benefit programs; and principles,
policies, and concepts of personnel management.
3.2. Education. For entry into this specialty, completion of high school with courses in English composition and speech is desirable.
3.3. Training. For award of AFSC 3F031, completion of a basic personnel course is mandatory.
3.4. Experience. The following experience is mandatory for award of the AFSC indicated:
3.4.1. 3F051. Qualification in and possession of AFSC 3F031 and completion of all core.
3.4.2. 3F071. Qualification in and possession of AFSC 3F051 and completion of all core.
3.4.3. 3F091. Qualification in and possession of AFSC 3F 91. Also, experience managing and operating Personnel programs such as
assignments, classifications, promotions, evaluations, readiness, retentions, adverse actions, and casualty operations.
3.5. Other. The following are mandatory as indicated:
3.5.1. For entry into this specialty:
3.5.1.1. See attachment 4 for additional entry requirements.
3.5.2. For award and retention of these AFSCs, the following are mandatory:
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3.5.2.1. Must maintain local network access IAW AFI 17-130, Cybersecurity Program Management and AFMAN 17-1301, Computer 
Security. 
3.5.2.2. Must maintain eligibility to access personnel data systems.  

Notes: AFR specific requirements: Retraining into the 3F0 Career Field is limited to E-6 and below for the Air Force Reserve. Only
individuals who have obtained the 9-skill level in the 3F0 AFSC may be selected for 3F000 Key, Command, and Joint (KCJ) and 3F000
above-wing level positions in the Air Force Reserve. The 9-skill level must have been earned prior to placement in the 3F000 position.

ANG specific requirements: Retraining into the 3F0 Career Field is limited to E-7 and below.  See the ANG Waiver Classification
Guide for more details on retraining.  A 3F091 must have been earned prior to selection/placement in a 3F000 duty position.

Note for ARC Only: Refer to the 3F Introduction section for FSS SEL position information.






