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

ANNOUNCEMENT 
 

IAW the ADOS Application Procedures 
Please submit complete ADOS applications as 1 PDF 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:    19-035 
CLOSE OUT DATE:     Open until filled 
 
POSITION TITLE:    Administration 
 
POSITION INFORMATION:  Length:  30 Sep 19  
      Tour intent is  FY 19  

Pending Funding and Airman’s continued eligibility.   
ADOS, Title 10 - 12301d 

 
 

RANK/GRADE REQUIREMENT:   SSgt/E-5 to MSgt/E-7 
 
AFSC REQUIREMENT:                3F571 
 
SECURITY CLEARANCE REQ:               Secret 

            (Member must have appropriate clearance for the position)              
 
LOCATION:   ANGRC, Joint Base Andrews, MD 
 
WHO MAY APPLY:      Qualified ANG members only 

  
 POC Position:  

  Mr. William Funk 
william.m.funk2.civ@mail.mil 
DSN: 612-7817 
Comm: 240-612-7817  
 

mailto:usaf.jbanafw.ngb-hr.mbx.HR-ADOS@mail.mil
https://safe.amrdec.army.mil/safe/
mailto:william.m.funk2.civ@mail.mil
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Position Description (Duty Description):  
 
-  Serves as the overall Subject Matter Expert (SME) on Knowledge Management (KM) functions for the ANG 
Readiness Center (ANGRC). Manages and directs the facilitation, creation, protection, and use of explicit 
knowledge used by the organization. 
 
-  As Site Content Administrator (SCA), creates/maintains virtual collaboration tools. Ensures content is updated, 
relevant, transitioned to the applicable KM tool and complies with published directives and guidance. Provides 
content management assistance/consultation to subordinate directorates. Serves as focal point for directorate or 
group collaboration tool site development activities. Coordinate with applications developers to isolate and solve 
design problems during testing and implementation phases. Consolidates the work of Knowledge Managers (KM) 
and other specialists and prepares written reports of findings. 
 
-  Serves as Base Records Manager (BRM). Oversees the records program within their agency as specified in 
Federal laws, NARA guidelines and applicable Air Force 33-series publications. Establishes and manages a 
training program for new personnel and for continuing training and education. Oversees the implementation of 
AFIMS according to AFMAN 33-363. Ensures subordinate Records Administrators (RA) are receiving a staff visit 
at least once every 24 months. Directs subordinate RAs to conduct non-FOIA data calls and record searches upon 
receipt of official request form the AFRO. 
 
-  Directs the Base Records Management Program. Oversees the records management (RM) program, RM 
processes, and training of RAs. Responsible for managing the Unit Privacy Act (PA) and Freedom of Information 
Act (FOIA) programs and trains PA/FOIA program monitors assigned to subordinate directorates. Ensures KMs 
comply with PA and FOIA policy for the subordinate directorates. 
 
-  Provides customer training, assistance, and documentation support to directorates senior leadership. Develops 
formal or informal policies, procedures, standards, to guide, assist, and train personnel on common/standard 
electronic communications formats and ensures subordinate directorates comply with policies, processes, and 
procedures for document management, collaboration, workflow, and knowledge management. Develops 
customized supplemental user manual or instructions for assigned applications. 
 
 -  Authority for the unit’s internet and e-mail management and use policies. Ensures policies are adhered to, and 
users are trained and informed about internet/e-mail policies. Provides subordinate units with guidance on the 
proper use of internet resources and electronic communications so that they comply with appropriate content, style, 
format, and security. 
 
 -  Activity Distribution Office (ADO). Serves as Contracting Officer Representative (COR) for 
ADO. Establishes annual budget estimates to sustain postal operations. Coordinates with host Official Mail Center 
(OMC) to ensure funds are dispensed for postal requirements and equipment service agreements. Oversees the 
receives/dispatches official mail to/from the OMC. Develops and implements local guidance and instructions for 
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following specialized mail handling procedures. Provides for contingency support. Coordinates and reports official 
mail matters with higher headquarters, federal/state regional and local agencies. 
 
-  Directs and oversees KM training for personnel, such as business process improvement, content management, 
collaboration tools, records management, data management, document security, official mail management, 
information assurance, and C&I awards program. Responsible for development and delivery of all KM training to 
include determining training requirements, scheduling training, conducting training and documenting training in 
the mandated automated training documentation system. Creates and develops lesson plans. Ensures availability of 
facilities and training aids. Monitors the training status of personnel and ensures that supplemental and/or remedial 
training is accomplished. 
 
-  Provides input to and coordination on relevant support agreements that require section support to make sure they 
correctly identify products and services needed and appropriately perform records management functions. 
 
-  Adheres to management control plan requirements by conducting self-inspection and staff assistance visits. 
Resolves identified discrepancies. 
 
-  Performs other duties as assigned. 
 
*Tour Justification: N/A on File 
 
* Is this a FY19 CV approved position?  YES 
 
*Identify funding source:  HM 
 
 
ADOS Application Procedures form: Located at:   http://www.ang.af.mil/careers/ados/index.asp    
Upper left corner:  APPLICATION REQUIREMENTS 
Resume: (SF171 not accepted) 
 
Physical Fitness Assessment: Current Physical Fitness Test (all pages) within past 12 months. Must be valid 
for up to 90 days from date of application submittal. 
 
AF Form 422 - Notice of AF Members Qualification Status: With NO restrictions and validated within the 
last 60 days from the date your application is received.   Form must indicate member does not have a 
deployment restriction (Code 31) or is undergoing an MEB (Code 37).  “Working copy” will NOT be 
accepted. Upon final selection, you may need to provide an updated AF422 within 60 days prior to the tour 
start date.    
 
vMPF RIP: Must  include all pages.  
 Log in to AFPC Secure: https://w20.afpc.randolph.af.mil/AFPCSecureNet20/PKI/MainMenu1.aspx 
 Select vMPF  (almost the last item on the list) 
 Verify your information 

http://www.ang.af.mil/careers/ados/index.asp
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 Select Record Review/Update 
 View/Print all Pages 
 
PCARS RIP:  Point Credit Accounting and Reporting Systems From vMPF or MilPDS  
 
Sanctuary Waiver:  IF TAFMS is 16 years or greater; must submit a Statement of Understanding Waiver of 
AD Sanctuary. 
https://gum-crm.csd.disa.mil/ci/fattach/get/2556240/1368200018/redirect/1/filename/4.%20New%20-
%20NGB%20Delegation-Not%20Invoke%20Sanctuary%20Message%20Final.pdf 
 
1095 Day Analysis:  Letter with analysis of how many days performed during the last 1,460 days.      
 
TAG (or designated rep ATAG/CoS ) and Wing CC Acknowledgment required.   
 
Officers: Last 3 OPRs (no EPR for enlisted)   IAW MPFM 07-45 dated 11 Jul 07,  para 17b "OPRs on 
AFRC and ANG Officers are due to the CSS no later than 30 days after close-out and to HQ ARPC no later 
than 60 days after close-out."    
 
 
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  
 
   
____________________________________________________________________________________________
______ 
 
Common Questions  
 
Q:  If selected how does the state cut my orders over the FY? 
A:  FM POC:  If the intent of the order is for the member to be on an order for over 180 days – TDY with 
PCS entitlements - then the order should be  cut for the entire period and place the statement below on the 
order. "Authorizations to cite the next fiscal year does  not constitute authorizations  to obligate funds until 
approved by Congress"  
 
If no days are available after 30 Sep of that year then the order can be cut back and the  member would still 
be entitled to be PCS'd back to the HOR.    
 
Q:  Is it Mandatory for ADOS Airman to attend ANGRC in-processing? 
A:  HR POC.  Yes.  As of 1 Feb 2016.       
 
Q:  Do Guard members assigned on a permanent or temporary basis to support the National Guard Bureau 
have to be in Title 10 Status? 
A:  Varies:    See CNGBI 301 01 20120423 para 4.  However, for this ADOS tour, the Airman will be in Title 
10 Status.   http://www.ngbpdc.ngb.army.mil/pubs/CNGBI/CNGBI.htm 

mailto:usaf.jbanafw.ngb-hr.mbx.HR-ADOS@mail.mil
https://safe.amrdec.army.mil/safe/
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Q:  Can I be promoted while on an ADOS tour?  
A.  POC A1.  Yes.  Airman are TDY to these locations and still assigned to the state.  Any promotion action 
would be processed through the STATE. 
  
Q:  Do I receive an Evaluation for the ADOS tour? 
A:  POC A1.  No.  Airman are still assigned to the state during this TDY / with PCS Entitlements and may 
receive an Optional LOE.   The State is still responsible for any Evaluations that close out during this 
timeframe. 
 
Q:  Is this a PCS? 
A:  POC:  FM - No.  However, Airman that are TDY from for over 180 days on this tour receive "PCS 
entitlements" per SAF Waiver.  This includes movement of household goods and DEERS associated family 
members.  Members must meet all medical qualifications if required. 
 
Q:  Will I be a rater while on this ADOS tour. 
A:  POC A1:  These duties shall not include management supervision, command, or direction of Title 10 
military personnel, Title 5 civilian employees, or contractor personnel performing the work of the NGB.  
 
Q:  Is there an API code associated with the tour? 
A:  POC A1:  No.  Airman are still assigned to their State.  There is not a Unit Manning Document Position 
assigned to ADOS tours. 
 
Q:  Is Tuition Assistance available while on an ADOS tour: 
A:  POC A1 / 11 FSS Varies:  May be available while on Title 10 Orders dependent upon funding and length 
of tour.   
 
Q:  Do I out process my Base? 
A:  Airman must utilize the unit and base out processing for a TDY.  Remember Airman remain assigned to 
the State during these tours.   
 
POC Application Procedures: 
Ms Patricia Adamson 
DSN 612-7183/8884 
Comm:  240-612-7183 
 

 


