
MILITARY DEPARTMENT OF ARKANSAS 
HUMAN RESOURCES OFFICE, BLDG 7300 

CAMP ROBINSON-HRO-BOX 17 
NORTH LITTLE ROCK, AR 72199-9600 

 
AGR EMPLOYMENT OPPORTUNITY ANNOUNCEMENT NUMBER:  24-188A 

 
OPENING DATE:  23 Oct 2024  CLOSING DATE: 6 Nov 2024 
 
POSITION TITLE:  Health Systems Technician OTOT NTE 3-years 
 
MILITARY GRADE REQUIREMENTS: Enlisted, SrA/E-4 not to exceed MSgt/E-7  
 
LOCATION:  189th Airlift Wing (AW), Little Rock Air Force Base, AR, Air National Guard 
 
NOMINATING OFFICIAL:  Col Seth Tolliver 
 
Individual selected will be ordered to full time duty (state) in Active Guard/Reserve status under Title 32 USC 
502(f).  Benefits will be commensurate with grade/rank and years of service. 
 
AREA OF CONSIDERATION:  All onboard members of the Arkansas Air National Guard and eligible for 
entry into the Air Force Specialty Code (AFSC), in Accordance with (IAW) Air National Guard Instruction 
(ANGI) 36-101.  
 
QUALIFICATION REQUIREMENTS:  Must possess or meet requirements for entry into AFSC 4A0X1 
(requires a minimum aptitude score of G-44 and PULHES – 333233) as outlined in the DAFECD. Applicant 
must meet Physical Fitness Standards as stated in Department of the Air Force Manual (DAFMAN) 36-2905. 
Selectee must meet the PHA requirements outlined in DAFMAN 48-123 and AFI 48-170 and be current in all 
Individual Medical Readiness (IMR) requirements in accordance with AFI 10-250. Note: Individuals who 
exceed the maximum grade of this position (see Military Grade Requirement above) may apply; however, they 
will be required to accept an administrative reduction in grade prior to being placed into this position.  Must 
possess or be able to obtain a Secret security clearance. 
 
PLACEMENT FACTORS:  Selectee will be subject to uncommon tours of duty, rotational shift assignments 
and overtime duty.  May be required to fly in military or commercial aircraft for Temporary Duty (TDY) 
purposes.  Reserve Component Physical Health Assessment must medically qualify selectee within 12 months 
of closing date of announcement.  Selectee will participate in unit of assignment during Regularly Scheduled 
Drills (RSDs) and Annual Training periods including deployments, special projects and exercises.  Upon 
assignment, must be a member of the 189 AW, and assigned to a compatible military position in AFSC 
4A0X1. If applicant selected does not possess the AFSC, they must sign an agreement to retrain IAW ANGI 
36-101, Chapter 5. 
 
SUMMARY OF DUTIES:  Performs and directs patient management functions. Interprets communications, 
directives, and publications. Coordinates release of information functions.  Prepares, files, safeguards, 
transfers, maintains patient locator and suspense files. Prepares, codes, and transmits clinical record cover 
sheets. Transcribes daily information into electronic records. Transcribes physicians' orders, and prepares 
requests for diagnostic tests, consultations, and referrals. Compiles information and prepares reports, graphs, 
and charts, staffing, dental health, medical care from civilian sources, and professional activities. Prepares 
patient related correspondence and special orders for patient assignment, reassignment, and aeromedical 
evacuation. Coordinates and prepares forms. Identifies and processes Line of Duty (LOD) determinations. 
Monitors Special Needs Identification and Assignment Coordination (SNIAC) program. Identifies, 
coordinates, and processes medical conditions requiring Medical Evaluation Board/Integrated Disability 
Evaluation System (MEB/IDES) proceedings. Verifies patient eligibility. Performs procedures for network 
referrals. Provides claims assistance and counseling to beneficiaries. Oversees Casualty Reporting programs. 
Manages medical in/outprocessing, Performs and manages resource management functions. Prepares financial 
statements and subsistence stock records. Compiles information, subsistence accounting, and prepares 
statistical reports. Performs market analysis and business-case analysis. Assists in manpower surveys and in 
developing manpower standards. Identifies manpower standard exceptions and deviations. Screens medical 



records to gather data for medical audits. Analyzes workload and cost data to validate manpower requirements 
and develops adjustments and projections to support clinical or mission changes. Monitors the Unit Manpower 
Document (UMD) to ensure requirements and funding are accurately reflected. Monitors the Unit Personnel 
Management Roster (UPMR) to ensure correct assignment of personnel resources. Identifies personnel staffing 
shortages and coordinates permanent or temporary assignment actions. Collects, maintains, prepares, and 
analyzes Medical Expense and Performance Reporting Systems (MEPRS) data or comparable workload 
accounting system. Prepares budget estimates and financial plans. Monitors expenditures and obligations; 
analyzes financial reports and accounting and workload reporting procedures; conducts studies and internal 
audits. Performs and manages medical information technology functions and activities. Requests and 
documents technical assistance. Manages hardware and software activities. Monitors information technology 
security programs. Performs customer support activities. Manages user-training programs.  Performs and 
manages unit-level medical readiness functions. Ensures understanding of DoD organizational structure and 
command relationships. Performs duties as the unit deployment manager, managing UTCs and ensuring 
assigned personnel are appropriately trained and equipped. Assesses the medical unit’s capabilities to support 
wartime, humanitarian assistance and installation response requirements. Ensures publication and currency of 
unit plans and provides input to wing plans (Medical Contingency Response Plan [MCRP], Comprehensive 
Emergency Management Plan, Disease Containment Plan, Installation Deployment Plan, etc.). 
Establishes/maintains memorandums of agreement and understanding. Conducts, coordinates, and manages 
medical deployment activities. Serves as the Medical Readiness Decision Support System Unit Level Tracking 
and Reporting Application unit system administrator and monitors unit reports. Coordinates, schedules, tracks, 
and documents medical readiness training. Liaisons with the Medical Logistics Office on war reserve materials 
with regards to deployability. Conducts medical readiness in- and out-processing for assigned personnel. 
Establishes and augments the medical and group control center and provides training on the management of 
classified material, utilization of communication devices, log of events, and after-action reports. Supports 
MCRP and UTC team chiefs.  Plans, organizes, and conducts medical readiness training and activities. Assists 
exercise evaluation team with development of exercise scenarios.  Analyzes, evaluates, advises, and ensures 
the validity, completeness and accuracy of healthcare data collected by automated systems used by the military 
health system. Additionally, serves as the primary clinic interface for data quality initiatives, clinic audits 
(records, coding, insurance, etc.) and other administrative processes as related to data integrity, quality, and 
collection. Performs review and research of DoD, Air Force Medical Service and web-based guidance for data 
quality and business rule compliance. Assists with quantitative and qualitative analysis, trending, projections, 
and forecasting on patient demographics, clinical data, and patient/provider utilization data from multiple 
automated information sources. Assists in analysis/trending, and data validation of business clinical healthcare 
data for process improvements and DoD workload compliance. Manages or performs duties with 
in/outprocessing of unit members. Monitors the EPB/OPB/LOE (Officer Performance Brief/Enlisted 
Performance Brief/Letter of Evaluation) program. Tracks and updates duty status. Performs personnel action 
changes and duty information updates. Manages the awards and decorations program. Assist members with 
leave, subsistence-in-kind, and controlled spend account issues. Manages the report of survey and inventory 
management programs.  Identify Potentially Disqualifying Information (PDI) for personnel assigned to the 
Arming and Use of Force Program (AUoF). Manages the suspension and decertification recommendations 
process as well as the process of returning a member to AUoF status. 
 
HOW TO APPLY:   
 
DOCUMENTS MUST BE IN ONE PDF IN THE ORDER LISTED BELOW: 
 
1.  NGB 34-1 Application for Active Guard/Reserve (AGR) – Must ensure employment announcement 
number (EOA) and position title are filled in appropriately as defined on this announcement. This form must 
be signed and dated. Must explain any “yes” answer per instructions in Section V (except questions 9 & 17).  
2.  Current AF Form 422 – Must be signed and approved final copy. Form date must be within 5 years. If the 
AF Form 422 is older than 12 months from the announcement close date, MDG must sign/date and stamp 
“validated as current”.  
 
 
 
 
 
 



3.  Current Individual Medical Readiness (IMR) – All statuses must be current/ready. If “not ready” an AF 
Form 469 is required. Official copy must have applicant’s system generated name/date and reflect a PHA 
within 12 months of announcement close date. It is required to submit your IMR in the following manner: log 
into your IMR, right click, print, Adobe PDF, select “more settings”, click “headers and footers”. The headers 
and footers date stamp must be within 30 days of announcement closeout. Screen prints will not be accepted.  
4. Current Fitness Tracker Report with history Must be the Fitness Tracker Report generated by 
myFITNESS, no other report will be accepted.  Log into myFSS/ myFITNESS and select the Fitness Tracker 
Report and then the Printable View option. The report run date must be no more than 30 days old from 
announcement closeout. The report run date is in the top right-hand corner of the fitness tracker. Official PDF 
copy from myFitness database must have applicant’s system generated name/date on it. Must reflect current 
passing fitness results. Any exemptions on the last fitness test requires an AF Form 469 to be included in the 
package. Screen prints will not be accepted.  
5. vMPF RIP – Submit all pages. Log into vMPF, under Personal Data click Record Review/Update, click 
View/Print All Pages, right click, print, Adobe PDF, select “more settings”, click “headers and footers”. The 
headers and footers date stamp must be within 30 days of announcement closeout. 
6.  SF 181 – Race and National Origin Identification. 
7. AF Form 469 - if applicable. 
 
Print and scan packets or after digitally signing the 34-1, print to PDF and then merge all documents.  
Once all documents are combined into one PDF, complete a cursory review of the ENTIRE application.  
Note: A common error that results in most disqualifications is the NGB 34-1 signature is stripped when the 
PDFs are combined or is stripped in the email system if not saved per the statement above. Failure to do so will 
result in disqualification.  
 
Limit file size to 3 MB, failure to do so may result in the attachment being stripped from the email or rejected.  
Downsize instructions – Open PDF, click file, save as other, reduced size PDF, click OK, click save, click yes 
 
FAILURE TO FOLLOW AND PROVIDE THE DOCUMENTS, IN THE REQUIRED MANNER, 
WILL RESULT IN A DISQUALIFICATION. 
 

E-mail application to both addresses:  

ng.ar.ararng.mbx.hro-agr-applications@army.mil 

 AND  

justin.tierney.3@us.af.mil 

********* Be advised, applications are not reviewed until after the announcement closes. *********    
Email subject line AND your application must be named: Rank Last name, First name and Announcement 
Number - Current Status. Failure to do so may result in your application not being received.  
 
**Example: TSgt Doe, John 55-555A – Active Duty, or AGR, or Technician, or DSG 
 
THE ARKANSAS NATIONAL GUARD IS AN EQUAL OPPORTUNITY EMPLOYER, AND AS 
SUCH ALL APPLICATIONS FOR THIS POSITION WILL RECEIVE CONSIDERATION 
WITHOUT DISCRIMINATION FOR ANY NON-MERIT FACTOR SUCH AS RACE, RELIGION, 
SEX, NATIONAL ORIGIN, POLITICS, MARITAL STATUS, AGE, OR MEMBERSHIP IN AN 
EMPLOYEE ORGANIZATION. 
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