
WEST VIRGINIA MILITARY AUTHORITY 
1703 COONSKIN DRIVE 

CHARLESTON, WV 25311--1085 

CIVILIAN JOB POSTING 
ANNOUNCEMENT NUMBER: ML260616 

OPENING DATE: 06/15/2026 CLOSING DATE: 06/30/2026 

LOCATION: Mountaineer ChalleNGe Academy, Camp Dawsbn, Kingwood, WV 

JOB TITLE: West Virginia Military Authority Administrative / Operations Clerk 4  

FUNCTIONAL TITLE: MCA Logistics Clerk/ Storekeeper 

SALARY RANGE: $ 30,678.00 - 46,508.00

How to Apply: Anyone interested in applying for this position must submit a completed WV 
Military Authority Application for Employment and resume to West Virginia Military
Authority, 1703 Coonskin Drive, Charleston, WV 25311-1085 or email 

ng.wv.wvarng.list.ma-hro@army.mil .

Applications may be obtained from the West Virginia Military Authority web site: 
https://militaryauthority.wv.gov/Resources/Pages/Job-Postings.aspx 

NATURE AND SCOPE OF WORK 
The person in this position receives supervision from the Administrative Logistics Supervisor. The 
purpose of this position is to provide administrative support to the Mountaineer ChalleNGe Academy. 
The Academy is a state program that supports the 8 Core Components of the National Guard Youth 
ChalleNGe Program. The predominant tasks require the understanding of the broader scope of the 
Academy work function, and require an ability to apply job knowledge or a specific skill to a variety of 
related tasks requiring multiple steps and decisions. An Administrative Clerk / Storekeeper is a 
purchasing agent for the Academy and maintains the supplies and inventory. The Storekeeper performs 
clerical tasks calling for the interpretation and application of office procedures, rules and regulations. 
Tasks include posting information to logs, checking for completeness, preparing and maintaining 
documents, operating office machines, and calculating financial information. Working with the public and 
business, which are usually informational and intergovernmental, are a significant responsibility. The 
general duty day for this position is, Monday - Friday, with some evenings and weekends, requires 
limited travel, and is subject to on-call status. Performs related work and other duties as assigned. 

PRINCIPAL DUTIES AND RESPONSIBILITIES 
1. Manage supplies, storerooms, and warehouses.
2. Prepare supply requisitions, identify sources for supplies, solicit bid and price quotations.
3. Maintain current inventory and property control (accountability) for equipment and supplies;

issue materials and equipment as requisitioned.
4. Use and manage a purchasing card.
5. Assist in determining administrative requirements and maintaining accurate, up-to-date records.





SPECIAL REQUIREMENTS 
1. As a condition of employment, MCA employees are required to purchase and maintain uniform

items ( embroidered MCA polo shirts and khaki pants) which must be worn when designated.
2. Position is contingent upon receipt of continued Department of Defense funding.
3. This position falls under the West Virginia Public Employees Retirement System (PERS).
4. Consideration will be given to all qualified applicants without regard to race, color, religion, sex,

national origin, politics, age, membership or non-membership in an employee organization.
5. State positions announced by the Adjutant General are at-will employment positions. The term

at-will means that the employee may be terminated at anytime without cause.

Murray “Gene” Holt II 
Director, West Virginia Military Authority




