
 

AIR NATIONAL GUARD (ANG) 
ACTIVE DUTY FOR OPERATIONAL SUPPORT (ADOS) 

ANNOUNCEMENT 
Please submit ADOS application to usaf.jbanafw.ngb-hr.mbx.HR-ADOS@mail.mil 

 

If unable to encrypt or the application is over 4MB, please forward via https://safe.amrdec.army.mil/safe/ 
to the above address 

 
 

ANNOUNCEMENT NUMBER: 

CLOSE OUT DATE: 

POSITION TITLE:  

18-129 

Open until Filled 

1AF/CCCE, Executive Assistant to the Command 

Chief 
 

POSITION INFORMATION: Length: 30 Sep 2018 
 

RANK/GRADE REQUIREMENT: SSgt – MSgt 
 

AFSC REQUIREMENT: ANY 
 

LOCATION: Tyndall AFB, FL 
 

WHO MAY APPLY: Qualified ANG members 
 

POC Position: 
Name: MSgt Thomas Caracane 
Contact Info: DSN 523-8558 
Email: thomas.caracane@us.af.mil 

 
ADOS Justification: 
This individual is responsible for planning and executing 1AF/CCC travel and travels with the CCC. In addition, 
this individual schedules visits, office calls and a myriad of other actions for the 1AF/CCC. Without this 
individual, these actions would be severely limited and would impact the 1 AF day-to-day 24-7 no fail mission. 

 
Position Description (Duty Description: 
Provide administrative support services as well as guidance and program support. Maintain activity calendars, 
schedule corresponding meetings, conference rooms and conferences as necessary. Cancel and/or reschedule 
commitments as required by higher priority demands or special commitments. Assist in the preparation, editing and 
execution of written correspondence with varying levels of complexity. Track documents through various command- 
level approval processes as each relates to its respective policies, practices, and procedures. Process travel 
arrangements using the Defense Travel System (DTS). Coordinate remediation of IT issues. Answer incoming phone 
calls, emails, receive packages, greet and direct visitors. Travel with the Command Chief and complete all other 

mailto:usaf.jbanafw.ngb-hr.mbx.HR-ADOS@mail.mil
https://safe.amrdec.army.mil/safe/
mailto:thomas.caracane@us.af.mil


 

Assignments as assigned by the Command Chief. Must have the ability to perform multiple tasks and prioritize 
responsibilities in a dynamic, fast paced working environment. Ability to communicate effectively, both orally and in 
writing. Ability to read and interpret policies and instructions. Must be proficient in Microsoft Office products 
including  MS Word, Access, Excel, Powerpoint and Sharepoint. Must have exceptional organizational and 
leadership skills. Must possess the ability to work effectively within a group or independently. 
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