The Department of the Army-Job Opportunity Announcement

Job No.:  S02AR0093523CT10

Opening Date: May 31, 2002 

Closing Date: June 7, 2002 

Position Title (Pay Plan-Series): Administrative Officer (GS-0341)

Grade: 12

Full Performance Grade: 12

Comments: ROAR ACCESS: You may view the status of your self nomination and/or resume by checking our "ROAR" - Resumix On-line Applicant Response system.  Go to the Internet address: <http://cpolrhp.belvoir.army.mil/scr>, click on "Tools" and then "ROAR."  

If you are a first time user, you will need to establish a user ID and password.  Please note that the user ID and password may be different than the one established in Armys Resumes Builder.

Self-nomination updates are not made until after the closing date of the announcement.

Special Note:  Applicants may obtain status of this recruitment action 24 hours a day through access to the Fort Monroe Home Page at <http://www.tradoc.army.mil/cpac>.

Temporary Position Not to Exceed one year.

Number of vacancies to be filled by this announcement is one. 

Salary: $54,275 - $70,555 

Region: South Central 

Organization: HQ TRADOC, ODCBOS, 

Fort Monroe, Virginia

Duty Station: Fort Monroe, Virginia 

Area of Consideration: Current Career/Career-conditional Army employees at HQTRADOC. 

Duties: Serves as Administrative Officer for the Deputy Chief of Staff Base Operations Support (DCSBOS), and the Assistant Deputy Chief of Staff Base Operations Support, HQ US Army Training and Doctrine Command (TRADOC) performing a variety of duties relating to management of administrative and personnel services programs for HQ TRADOC, DCSBOS. Serves as the principal advisor to the DCSBOS and ADCSBOS and their subordinates in the areas of office support services, administration, personnel management, document control, logistics, and a variety of other administrative matters. Provides primary administrative interface between the DCSBOS/ADCSBOS, subordinate directorates/offices, and MACOM command and tenant staff elements. Provides supervision and direction to the military and civilian personnel assigned to the Administrative Office and the various activities for which they are responsible. Directs and coordinates all administrative functions within the DCSBOS front office and ensures subordinate Directorates and Offices comply with all applicable policies and procedures. Advises the DCSBOS and ADCSBOS on administrative matters requiring a broad knowledge of DCSBOS missions, functions, and objectives. Provides guidance and advice to all administrative personnel regarding the full range of administrative support services. Serves as liaison for civilian and military personnel matters.  Provides assistance in the interpretation and application of personnel management policies and procedures by maintaining a close working relationship with Adjutant General and Civilian Personnel Advisory Center operating officials. Maintains records to ensure civilian performance ratings and military efficiency reports completed by the DCSBOS and ADCSBOS are completed in accordance with regulatory guidelines. Participates in command level, tenant, and DCSBOS meetings and programs. Serves as DCSBOS representative as required. Prepares and submits administrative reports and documentation. Responsible for the review and oversight of a variety of administrative programs to include: distribution and dissemination of incoming mail to include suspenses and taskings from higher headquarters, internal controls, records management, publication and forms management, and time cards. Conducts periodic inspections and provides advice and guidance regarding program deficiencies or areas that do not comply with regulatory requirements. Provides administrative planning and oversight for a variety of special and continuing programs such as: Savings Bonds and Combined Federal Campaigns, Freedom Of Information Act, Privacy Act, and Command Hot Line. Management of the Command Hot Line involves taking calls, tasking Directorates/Staff Offices with reply, and editing responses to ensure the caller's issue or concern is properly addressed and has been fully coordinated. Requires a through knowledge and understanding of command, installation, and directorate missions and objectives; and sensitivity and tact to the caller. Prepares agendas and arranges seating and logistical support ensuring adherence to proper protocol . Ensures actions are tasked to the appropriate Director/Staff Office; negotiates proponency issues with Directors when ownership is difficult to define or cross staff lines.  Maintains suspense controls on actions. Maintains continuous liaison and communication within DCSBOS, TRADOC installations and MACOM staff to ensure assigned actions are handled within prescribed time limits and that responses conform to procedural and substantive requirements. Provides administrative support services to the DCSBOS/ADCSBOS while personally addressing inquiries, correspondence, and actions within their areas of responsibility. Develops replies to correspondence on wide variety of subjects, requiring good writing skills, tact, sensitivity and a thorough understanding of command philosophy and objectives. 

Qualification Requirements: Due to the length of the Operating Manual of Qualification Standards for General Schedule Positions, it cannot be printed in its entirety. The following summarizes the qualification standard for this position found in the Operating Manual, which is published by the Office of Personnel Management. You may review this operating manual in its entirety by visiting your local Civilian Personnel Advisory Center (CPAC).

Applicants must have at least one year of specialized experience equivalent to the next lower grade level (GS-11).  Specialized experience is experience, which has equipped the applicant with the particular knowledge, skills and abilities to perform successfully the duties of the position, and that is typically in or related to the work of the position to be filled.

TIME-IN-GRADE: Generally an employee must have completed a minimum of 52 weeks in a position at the GS-11 level. Non appropriated fund service, non-General Schedule service or combinations of other certain creditable service may be used to satisfy time-in-grade requirements when appropriate.  Each case will be judged on its own merit.

Selective Placement Factors/Knowledge Skills and Abilities (KSA's): None 

Standard/Other Requirements/ Instructions on How to Apply: 

1.
Failure to provide all of the required information as stated in the announcement may result in an ineligible rating or may affect the overall rating.  

2.
Permanent change of station (PCS) funds will not  be authorized. 

3.
Selection for this position is contingent upon proof of U.S. citizenship.

4.
Direct Deposit is  REQUIRED : As a condition of employment, candidates appointed, competitively promoted or reassigned are required to enroll and participate in Direct Deposit/Electronic Funds Transfer within 60 days following the effective date of that action. 

5.
Application/Resume deadline: Application/Resume must be  received  by the Closing Date of the Vacancy Announcement. 

6.
Male applicants born after December 31, 1959, are required to complete a Pre-Employment Certification Statement for Selective Service registration prior to appointment. Failure to comply may be grounds for withdrawal of an offer of employment, or dismissal after appointment. 

7.
Some positions may require you to obtain and retain a secret/top secret clearance. 

8.
Candidates must meet Time-in-grade requirements (if applicable). 

9.
THIS POSITION WILL BE FILLED USING RESUMIX PROCEDURES.

Where to Apply:  Applicants must have both a Resume and a Self Nomination on file with the SE Resumix database.

Resumes and self-nominations must be received in the SE Resumix database by the closing date of the announcement Resumes:  If you have a resume on file with the SE Resumix database, you need only self-nominate in order to be considered.  You do not need to resubmit your pre-positioned resume unless you have significant changes or skills to add.  If you do not have a resume on file with the SE Resumix database region, you must submit a resume in one of the following ways:

a.
Army's Resume Builder (preferred method) <https://cpol.army.mil/rb/rb_entry.cgi> is an on-line process for you to complete a resume, and any necessary supplemental information, and then forward electronically to the recruiting CPOC.  Once you have built your resume, you must click the South Central button which will send your resume to be processed into the SE  Resumix database.  The button on the Builder for SouthEast has been removed.

b.
Resumes may be emailed to the South Central CPOC for inclusion in the SE Resumix database.  Format and information required to submit an email resume can be found online in our Job Kits available via CPOL (<http://www.cpol.army.mil>). Once at CPOL, click on Regional Home Page, South Central Region, Employment Information, then Job Kits. Your local Army CPAC also has resume/application information.  Some restrictions on email resumes:

(1)
The email address is: se.resume@cpocscr.army.mil <mailto:se.resume@cpocscr.army.mil>
(2)
The subject of the email is Resume

(3)
The resume must be in the body of the email

(4)
Attachments will not be reviewed due to virus precautions.

c.
Resumes may be mailed to the South Central CPOC for inclusion in the SE 

Resumix database.   Format and information required to submit a mailed resume can be found online in our Job Kits available via CPOL (<http://www.cpol.army.mil>). Once at CPOL, click on Regional Home Page, South Central Region, Employment Information, then Job Kits. Your local Army CPAC also has resume/application information.

(1)  Mailing Address:   South Central Civilian Personnel Operations

Center,  Sparkman Complex, Bldg 5304, Room 4156, Customer Focus Division B,

ATTN: DAPE-CP-SC-B-R Resumix Team, Redstone Arsenal, Alabama 35898

(2)  Faxed Resumes are NOT accepted.  (3) Resumes/Self Nominations received in Government postage paid envelopes will not be accepted.

Self Nominations

In addition to having a resume on file,  you must submit a self-nomination.

You may self-nominate by:

a.
Using the self-nomination button found at the bottom of this announcement (Preferred Method).  Complete the form and click the submit button which will create and send a self-nomination form (be sure to save a copy of this file prior to submitting).

b.
Email a self-nomination.

(1)
Email address is selfnom@cpocscr.army.mil <mailto:selfnom@cpocscr.army.mil>
(2)
Subject is selfnom (immediately followed by the announcement number)

c.
Mail or fax a self-nomination:

(1)
Fax number is 256-955-9130/DSN: 645-9130 (2)  Mailing address is:   South Central Civilian Personnel

Operations Center,  Sparkman Complex, Bldg 5304, Room 4156, Customer Focus

Division B, ATTN: DAPE-CP-SC-B-R Resumix Team, Redstone Arsenal, Alabama

35898

A self-nomination form may be obtained from your local Army CPAC or online in our Job Kits located via the Army Civilian Personnel Online (CPOL) home page (<http://www.cpol.army.mil>). Once at CPOL, click on Regional Pages, South Central Region, Employment Information, then "Job Kits".  You may self-nominate by also submitting the following information: Name, Address, Social Security Number, Current Pay Plan, Series and Grade, Source Code, Announcement Number, Pay Plan, Series and Grade of Vacancy, Duty Location of the Vacancy, Closing Date of the Announcement, Lowest Acceptable Grade Level, and your Work Phone Number.

Verification of Responses: The responses you provide may be verified against information contained in your Official Personnel Records. When appropriate, such verification will be accomplished before a supervisors selection is committed.

If you need additional information concerning this position, please view the status of this vacancy at the Fort Monroe webpage at: <http://cpolrhp.belvoir.army.mil/ser/>.

SPOUSE PREFERENCE: Placement or promotion to any position(s) covered by this announcement is subject to restrictions imposed by the Department of Defense Priority Placement Program (PPP) and any other mandatory placement action.  In addition, Military Spouse Preference will be administered in accordance with DoD PPP operations manual and DoD instruction 1401.12.  Candidates who believe they are entitled to this preference must indicate such with their self-nomination  information.  Applicants must submit a copy of the military members permanent change of station orders if selected for a position.  

If you would like to be considered, then you are required to submit all necessary materials applicable to this vacancy announcement.

THE DEPARTMENT OF THE ARMY IS AN EQUAL OPPORTUNITY EMPLOYER.  All qualified applicants will receive appropriate consideration without regard to non-merit factors such as race, color, religion, sex, national origin, marital status except where specifically authorized by law, age, politics, disability, or sexual orientation which do not relate to successful performance of the duties of this position.  Reasonable accommodation to individuals with disabilities will be provided upon request.

SELECTION FOR THIS POSITION IS SUBJECT TO RESTRICTIONS RESULTING FROM DEPARTMENT OF DEFENSE REFERRAL SYSTEM FOR DISPLACED EMPLOYEES.

Army Civilian Personnel Online (CPOL)

