GCII / S1 Clerk
SBS Project – Ft Cavazos (Hood), TX
Job Summary
Contractor personnel shall provide administrative support to the U.S. Army Reserve and Army National Guardsman mobilizing and demobilizing through North Fort Cavazos “Ft Hood” Mobilization Brigade under SBS Task Area 4.
Essential Functions
· Perform Personnel Asset inventory accountability for incoming Soldiers.
· Processes Temporary Change of Station orders.
· Conduct airfield flight manifests.
· Prepares Post Deployment / Mobilization Respite Absence packets.
Minimum Qualifications
· Must have a High School Diploma.
· Must have one (1) year experience in staff support and/or mobilization support.
· Must be knowledgeable with Microsoft Outlook, Excel.
· Must be proficient with email correspondence.
· Must be able to obtain and maintain Security Clearance – CAC Card.
Employment Type:  Full Time hourly Service Contract Act (SCA) position.
Pay Rate:  $17.20/hr
Health & Welfare:  In addition, $5.09 per hour worked (up to 40 hrs/week) contributed towards Insurance Benefits.
Holiday Pay, Paid Time Off (PTO) and Sick Leave Pay applies to this position.
WORK SCHEDULE:  Five workday schedules at 8-hour days 07:30AM to 04:30PM
Work Environment
May perform work assignments in a temperature and humidity-controlled environment. 
The duties and responsibilities listed in this job description generally cover the nature and level of work being performed by individuals assigned to this position. This is not intended to be a complete list of all duties, responsibilities, and skills required. Subject to the terms of an applicable collective bargaining agreement, the company management reserves the right to modify, add, or remove duties and to assign other duties as may be necessary. 
Gemini Tech Services is an equal opportunity employer. All applicants will receive consideration for employment, without regard to race, color, religion, creed, national origin, gender, or gender-identity, age, marital status, sexual orientation, veteran status, disability, pregnancy or parental status, or any other basis prohibited by law.
We are committed to Equal Employment Opportunity and providing reasonable accommodations to applicants with physical and/or mental disabilities.
  
**Reasonable accommodation requests are considered on a case-by-case basis.
The dedicated email and telephonic options above are reserved only for individuals with disabilities needing accessibility assistance to apply to an open position using our website. 

