The Department of the Army-Job Opportunity Announcement

Job No.:  S02AR1083203AH10

Opening Date: June 3, 2002 

Closing Date: June 9, 2002 

Position Title (Pay Plan-Series): HUMAN RESOURCES ASSISTANT (MILITARY)

(GS-0203)

Grade: 07

Full Performance Grade: 07

Comments: SPECIAL NOTES: (1) Applicants may obtain status of this recruitment action 24 hours a day through access to the Fort Monroe Home Page  http://www-tradoc.army.mil/cpac.  Click on Vacancies - Status.  (2) Permanent Change of Station (PCS) expenses will not be authorized. 

CONDITION(S) OF EMPLOYMENT:  Direct Deposit/Electronic Funds transfer (DD/EFT) is the standard method of salary payment for DoD Civilians and you will be required to elect DD/EFT if you are selected under this announcement.  A waiver may be requested to alleviate financial hardship. 

Salary: $30,597- $39,779 PER ANNUM 

Region: South Central 

Organization: US Army ROTC Cadet Command, ROTC Cadet Command, Pers  Admin

Dir, Cadet Act  Std Division 

Duty Station: Fort Monroe, Virginia  

Area of Consideration: Applications will be accepted from current Career and Career Conditional employees serviced by the Fort Monroe and/or Fort Eustis Civilian Personnel Advisory Center (CPAC), and Cadet Command Regional Personnel. 

Duties: Serves as a Military Personnel Technician. Utilizes a practical knowledge and understanding of military personnel administration and ability to analyze, interpret and apply a wide variety of regulatory or procedural requirements in the resolution of problems associated with technical work assignments.  Develops replies to inquiries by interpreting regulations, policies, procedures, and precedent decisions. Replies of inquiry are made to individuals, command officials or higher echelons indicating action taken. Coordinates action within organization and field elements. Develops procedural guidance and responds to telephonic requests and written communications requesting guidance, policy, information and assistance in administering the scholarship and non-scholarship waiver of rights program and the scholarship termination/retention program.  Reviews and evaluates scholarship and non-scholarship waiver of rights for administrative compliance and makes recommendations on !  legal sufficiency before forwarding for legal review. Develop final replies and completes all administrative work pertaining to waive of rights by interpreting regulations, policies, procedures, and precedent decisions.  Cases involve academic failure, conscientious objector request, withdrawal or dismissal from school, dismissal from Advanced Camp, medical disqualification, misconduct, indifferent attitude or lack of interest in military training, failure to maintain requirements, and for enrollment.

Provides staff assistance in administering all elements of the

dis-enrollment/retention program. Coordinates with staff specialists to

resolve cases of undetermined conditional status due to complexities and

other circumstances. Confers directly with ROTC Region Headquarters, Brigade

Commanders and Professors of Military Science which may lead to

disqualification/dis-enrollment/retention of cadets. Responds to request

(written/oral) for guidance, policy, information and other ass!

istance in the dis-enrollment/retention programs. Responds for

Qualification Requirements: MINIMUM QUALIFICATION REQUIREMENTS: (1) 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).  (2)To be eligible for referral as Best Qualified, candidates must meet the minimum qualification standards prescribed by OPM within 30 days of the closing date of the vacancy announcement.  

SPECIALIZED EXPERIENCE: Applicants must possess 1 year of specialized experience equivalent to at least the GS-06 grade level.  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 REQUIREMENT: Generally, an employee may be advanced to this position if he/she served for at least 52 weeks in a position at or above the GS-06 level.  Non-Appropriated fund service, non-General Schedule service, or combination of certain other 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):  

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.
This position is  nonsensitive  and requires a personnel security investigation on a post-appointment basis only. 

3.
GENERAL INFORMATION:  RESUMIX Recruitment notices are used to announce vacancies at installation/activities serviced by the SC-CPOC, Redstone Arsenal, AL. Notification of application status will be mailed to the applicants home address by means of postcard. Please ensure that a home address is included in the application package for this purpose. The RESUMIX referral register is valid for 3 months from the closing date of the announcement and may be used to fill like vacancies. The responses you provide may be verified against information contained in your Official Personnel Records. When appropriate, such verification will be accomplished before supervisors selection is committed.

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://cpol.army.mil, click on Regional Pages, and then select "South Central."  Next, select "Tools" and then "ROAR." Please note that self nomination updates are not made until after the closing date of the announcement.

APPLICATION PROCEDURES:  The RESUMIX Referral System will be used to fill this vacancy. Applicants currently registered in RESUMIX must 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.  You may self nominate by submitting the following information: Name, Address, Social Security Number, Current Pay Plan, Series, Grade, Source Code, Announcement Number, Pay Plan, Series, Grade of Vacancy, Duty Location of the Vacancy, Closing Date of the Announcement, Lowest Acceptable Grade Level, and your Work Phone Number.

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.  Once at CPOL, click on "Regional Pages, South Central Region, Employment Information, then "Job Kits."

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, 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

(2)
The subject of the email is Resume

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

SAMR-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).  Completion of the form and clicking the Submit button will create and send a self-nomination.

b.
Email a self-nomination.

(1)
Email address is 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: SAMR-CP-SC-B-R Resumix Team, Redstone Arsenal, Alabama

35898

**FAXED RESUMES ARE NOT ACCEPTED**

**EMAIL ATTACHMENTS ARE NOT ACCEPTED**

APPLICANTS NOT CURRENTLY IN RESUMIX ARE REMINDED THAT SUBMISSION OF A RESUME PLUS A SEPARATE SELF-NOMINATION FORM (containing the information listed above) IS REQUIRED TO RECEIVE CONSIDERATION FOR THIS VACANCY. 

** Resumes and Self-nominations must be received by the SC-CPOC by

the closing date of the vacancy announcement **

NOTE:  Resumes/Self Nominations received in Government postage paid envelopes will not be accepted.

INTERAGENCY CAREER TRANSITION ASSISTANCE PROGRAM (ICTAP): If you are a displaced Federal Civil Service employee (not from the Department of Defense), you may be entitled to receive special priority selection under the ICTAP.  Displaced employees include current or former employees who:

(1)
Are in receipt of a Reduction-In-Force (RIF) separation notice; (2)

Separated because of a compensable disability, whose compensation has terminated, and whose former agency certifies that it is unable to place;

(3)
Retired with a disability and whose disability annuity is being terminated; (4) Retired in lieu of RIF;  (5) Retired under discontinued service retirement option; (6) Separated because he/she declined a transfer of function or directed assignment to another commuting area.

ELIGIBILITY REQUIREMENTS FOR ICTAP: (1) You must occupy or be displaced from

a position in the same local commuting area as this position; (2) This

position must be at or below the grade level of the position from which you

are being or were separated; (3) This position must not have a greater

promotion potential than the position from which you are being or were

separated; (4) Your last performance rating must be at least fully

successful (This requirement does not apply to candidates eligible due to

compensable injury or disability retirement); (5) You must be rated well

qualified for this position.**

**Surplus or displaced Federal Civil Service employees must be rated well qualified in order to be considered under the ICTAP programs.

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)

