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Position Title:  Military Funeral Honors State Coordinator 
Location:  GA ARNG JFHQ
                    Military Funeral Honors		 
                    5019 GA Hwy 42
                    Ellenwood, GA 30294		Availability: Immediately
Salary:  $48,403 Annually     	               Deadline for Application:  June 24, 2015 

Human Resources Consulting, Inc. (HRCI) is seeking qualified individuals to serve as a Military Funeral Honors (MFH) Coordinator in support of a national contract for the Army National Guard (ARNG). The MFH Coordinator will be responsible for coordinating and assisting in the planning and development of statewide operations for the Military Funeral Honors (MFH) Program.  

Major responsibilities include (not all inclusive) - The MFH Coordinator will coordinate all aspects of the State Military Funeral Honors Program.

· Recommends and advises for drafts, reviews and revisions for all State MFH program policies and Standard Operating Procedures (SOPs) in coordination with the military authority in order to achieve program goals.
· Assist in monitoring and evaluating Honor Guard performance and provides recommendations to the Military Authority for conformance with all NGB and national guidelines, and regulations relating to the performance of Military Funeral Honors and improvement of service. 
· Certifies, evaluates, and maintains accurate records related to the performance of Authorized Provider Partnership Program (AP3) organization’s honors teams within the program. The AP3 Organizations are evaluated on their ability to meet the basic performance standards of Military Honors.
· Participates with advisory groups at State and NGB level in the evaluation of State and National level SOP’s to determine the operational effects and the consequential revisions or additions of these SOPs.
· Prepares and conducts SOS-MFH program briefings and/or presentations for State and national government groups and civic organizations as requested.
· The MFH Coordinator will be required to meet suspense dates, travel extensively, perform multitasking, work flex days/hours, and provide quality deliverables in the performance of assigned duties. Perform other duties as assigned by contract supervisor/APM.
· Coordinates an active MFH Team recruiting and retention program within their assigned state(s). Actively implements this program to maintain a cadre of trained M-day Soldiers, VSOs, retirees, and other AP3s to perform Military Honors.
· Assist the Military Authorities with development of a the annual program budget required for the applicable state.  Also assists with budget management for states to remain compliant with all applicable National and State funding guidelines. 
· Responsible for oversight of Military Funeral Honors Database for mission input, tracking, duty records, after action reports, and required data rollup.

Qualifications – 
· Experience –Broad based knowledge, experience, and skills in the areas of military funeral honors, military personnel, casualty assistance, and Family programs as well as an understanding of the ARNG. Must demonstrate knowledge of internet interaction, use of government’s data bases, reports preparation, interpret regulations, and analyze reports. 

· Education – 
· Four years of college preferred; High School degree is required. Other combinations of experience and education that meet minimum qualifications may be considered. 
· If applicable, successful military service.

· Minimum requirements – 
· Be computer literate and proficient in Microsoft Word, Excel, and Power-Point.
· Be able to pass any necessary background investigation.
· Possess a current and valid state driver’s license.
· Have qualification to drive Government Owned GSA vehicles and obtain appropriate motor-vehicle insurance.
· Have the ability to communicate effectively, both orally and in writing and have the ability to complete correspondence IAW NGR 25-52 and AR 25-50.
· Be a self-starter and be able to execute responsibilities with minimum oversight.
· Have the ability to plan and organize work activities to achieve established program objectives and goals.
· Ability to read, write, speak, and understand English proficiently.
· Be a US Citizen.

This is a full-time (40 hours per week) position.  






HRCI offers a competitive benefits program which includes – 
· 15 Personal Time-off (PTO) days
· 10 paid holidays
·  company match of 4% of salary for 401K
· $50K Life Insurance Policy
· Comprehensive Health and Dental Plan.

Application Instructions:  Interested parties should register on the HRCI website:  hrciweb.com.  Once on the website, click on “Careers” tab at the top of the page, and then click on the position desired.  When you apply for this position, you will be asked to register for the website by entering your email and a password (not character specific).  You will be directed to a profile page where you’ll enter your information and have the ability to upload a cover letter and resume.  By registering on the HRCI website, you will be able to apply for additional positions in the future without completing the registration process twice.  Deadline for this application submission is NLT 5:00 PM EDT on  June 24, 2015.  If you are selected for an interview, you will be notified within 30 days.  If you are not contacted within 30 days, you were not selected for an interview and we thank you for your time.
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