ADMINISTRATIVE SERVICES MANAGER 
              
Greet clients and respond to email, facsimile, and phone inquiries in a timely and professional manner directing calls to appropriate personnel as required;


Determine the reason for the customer's visit or contact and refer the customer to the appropriate personnel as prescribed by site Standard Operating Procedures (SOPs), directives and procedures;  


Assist with administrative aspects of group in and out-processing of Soldiers in accordance with the current site SOP directives and procedures;  


Provide general assistance to Soldiers applying for Tuition Assistance using automated web-based application process; 


Ensure customer’s education record information is up-to-date and readily assessable; 


File Soldier data and other records as required and ensure that all information, reports, forms, and certificates are accurate and included in the Soldier’s education records; 


Maintain and publish schedules for courses, and classroom/facility usage with prior Government approval of scheduling priorities, and resolve scheduling conflicts; 


Receive, prepare, sort, and send correspondence through the U.S Postal System, Military Postal System or other commercial carriers; as required, may receive, date stamp, and distribute invoices in accordance with local guidance; 


Prepare usage/utilization and other routine reports IAW site SOP, Army, DOD, and other regulatory guidance as required by the ESO; 


Monitor compliance to local policy related to classroom and building usage, sanitation, cleanliness and repairs (non-adherence to SOP and other issues will be reported to the Government on a daily basis);  


Provide access to facilities during scheduled hours of operation and ensure building security;  


Provide administrative assistance for key inventory/maintenance; 

Maintain and track both hand receipt and sub-hand receipt property inventories; 


Assist with processing of requests for Tuition Assistance and distribution of approved TA forms, as well as receive and post grades and process invoices IAW local SOP guidance. (The site ITR will further refine and augment the duties IAW the local SOP.  A Property Inventory Report will be submitted to the ITR monthly and as required.); 


Assist with the planning and execution of ACES events, to include but not limited to the annual Education Fair and Graduation Ceremony, when required.


Move/rearrange materials, furniture, equipment, and computers, when required.


Assist with building security and ensure classrooms and facilities are locked and secure.

An Associates Degree or 60 semester hours (0-1 years of experience)
1 position open is in Fort Detrick, MD
Contact at inquiry@mescorp.com or xbudd@mescorp.com
COUNSELOR


Assist customers in establishing educational goals, develop plans to achieve those goals, and monitor progress toward those goals;


Provide individual and group educational counseling to authorized clients.  (Counseling services will be IAW Army policy/program guidance, local SOPs, and other pertinent policy.);


Ensure all counseling sessions, participation, progress, TA issues and grade resolution is accurately documented in the Soldier’s education record; 


Assist with processing and resolving GoArmyEd, WEBS, and other automated counseling transactions;


Provide information regarding veteran's education benefits, as well as counseling to transitioning Soldiers;


Assist Soldiers in completing requirements for admission to a military school or program;


Assist with processing MGIB, FAFSA, scholarship and other applications for student and financial aid; 


Conduct briefings as directed by the ESO.  (Briefings may be conducted at the Education Center, as well as other sites on and off post.);


Prepare usage and other routine reports IAW site SOP, Army, DoD, and other regulatory guidance as required by the ESO;


Assist with the planning and execution of ACES events, to include but not limited to the annual Education Fair and Graduation Ceremony, when required.

A Master Degree with at least 24 semester hours in one or a combination of the following: Test and Measurement, Adult Education, Guidance and Counseling, Career Planning and Occupational Information—Minimum of 2 years of experience.
2 positions open is in Fort Bragg

Contact at inquiry@mescorp.com or xbudd@mescorp.com


TEST ADMINISTRATOR

Order, receive, control, ship, administer, score, take inventory, and provide test results of both Army Personnel Testing (APT) and civilian examinations to appropriate agencies and institutions as directed by the Test Control officer (TCO) IAW applicable regulations, policies and other guidance such as the Army Personnel Testing (APT) TCO Handbook, AR 611-5, AR 611-6, AR 601-210, AR 601-222, USMEPCOM 611-1, USMEPCOM 601-4, the Defense Activity for Non-Traditional Education Support (DANTES) Examination Program Handbook, Volumes I and II, and local SOP (contract Test Administrators are not allowed to sign the following items: test orders, answer sheets, test inventory reports, irregularity reports, and testing agency shipping documents); 


Maintain positive control of all test items.  (Security of the tests is the Contractor's highest priority.  Contractor will bear the cost of test replacement if the Contractor is found to be negligent in test loss or compromise.);


Meet all suspense’s IAW current testing policy.  (The suspense’s include but are not limited to reports; submission of inventories; returning tests to contractor; and providing test results to appropriate agency/institutions).  (NOTE: The Government TCO/Alternate Test Control Officer (ATCO) is responsible for the overall testing program and will not relinquish TCO/ATCO responsibility to test administrators.  The contracted Test Administrator cannot be appointed as a Test Control Officer or an Alternate TCO.  The Test Administrator is authorized to know the safe combination.)

A Bachelor’s Degree—minimum 0-1 years of experience—minimum 0- 1 years of experience.

1 position open is in Walter Reed National Military Medical Center

Contact at inquiry@mescorp.com or xbudd@mescorp.com


INSTRUCTOR


Utilize a Government-provided Program of Instruction as required by the ESO IAW the program’s syllabus and according to Army policy/program guidance and local SOP.  (When Government-prescribed Commercial-Off-The-Shelf software is provided, the Contractor shall use that software for instruction.); 


Utilize various methods of instruction (i.e., face-to-face, classroom, DL, computer-assisted, assessment, evaluation, and intervention to provide appropriate and adequate academic instruction for the High School Completion (HSCP), the Basic Skills Education Program (BSEP), preparation for the official GED exam, secondary programs, and language special emphasis programs.


Maintain all student records and course documentation IAW the local SOP.  (Information will be provided to the ESO as required.  HeadStart is an OCONUS program which provides basic instruction in host nation language and culture.);


Handle Functional Academic Skills Training (FAST); test preparation; prerequisite study for service schools and college classes; Headstart; and military professional development training;

 A Bachelor’s Degree and a state Teaching Certificate from any state—minimum of 2-3 years of experience

1 position open is in Walter Reed National Military Medical Center

Contact at inquiry@mescorp.com or xbudd@mescorp.com
MULTI-USE LEARNING FACILITY (MLF) COORDINATOR


Provide customer support to all authorized customers enrolling in related military programs and courses of instruction, to include online military correspondence courses;  


Assist clients with scheduling and use of all MLF facilities, training aides, and multi-media equipment to ensure secure and proper use by customers;  


Assist customers with conducting  research and retrieving information to include selecting instructional learning tools and aides, appropriate instructional support items, and study materials;  


Assist with ordering, maintaining, and checking out/in controlled and common access military publications;  


Provide basic care and maintenance of automation/ technology equipment;  


Provide statistical usage reports to the ESO in the proper format and by suspense IAW the local SOP

A Bachelor’s Degree—minimum 1-2 years of experience
1 position open is in Schofield Barracks
Contact at inquiry@mescorp.com or xbudd@mescorp.com


