The Department of the Army -- Job Opportunity Announcement

Job No.:  SCAR03145486

Opening Date: January 16, 2003 

Closing Date: January 26, 2003 

Position Title (Pay Plan-Series): SECRETARY (OA) (GS-0318)

Grade: 05

Full Performance Grade: 05

Comments: We use an automated recruitment and referral system for filling

our jobs. Use our resume builder to complete your resume and place it in our

system for consideration under this announcement and for you to use to apply

for other Army jobs. Go to the Army's Resume Builder. 

Salary: $ 25,467 - $33,104 Per Annum (including locality) 

Region: South Central 

Organization: HQ TRADOC

DCSOPS  T, TDAD

TRAINING DEVELOPMENT  STAFF

MANAGEMENT DIVISION

Duty Station: FORT MONROE, VA 

Area of Consideration:  

Army employees with competitive status; and eligible Army CIPMS employees. |

Interagency Career Transition Assistance Plan (ICTAP) eligibles: Current or

former employees displaced from non-DOD agencies. Individuals seeking ICTAP

eligibility must submit a copy of their Reduction in Force (RIF) separation

notice (Notification Letter of SF 50) and a copy of their most recent

performance rating.  | 

Veterans Employment Opportunities Act of 1998:  Veterans who are preference

eligible or who have been separated from the armed forces under honorable

conditions after 3 years or more of continuous active service may apply. | 

Transfer eligibles: current permanent, competitive non Army Federal

employee. | 

Reinstatement eligibles: Attained Career status on a permanent, competitive

Federal appointment; or Career-Conditional with reinstatement eligibility,

generally within 3 years of separation, exceptions 5 CFR 315.201(b)(3). | 

Veterans Readjustment Appointment (VRA) eligibles: Served for a period of

more than 180 days active duty, all or part of which occurred after August

4, 1964, and have other than a dishonorable discharge. 

  -- If you served on active duty between 8/5/64 and 5/7/75, your

eligibility expires either 10 years after the date of your last separation

from active duty or until 12/31/95, whichever is later. 

   -- If you first entered active duty after 5/7/75, your eligibility

expires either 10 years after the date of your last separation from active

duty, or until 12/31/99, whichever is later. 

Duties: Receives telephone and personal callers, and refers to supervisor or

staff member only those contacts needing their attention; immediately alerts

appropriate individuals regarding referral. Personally answers questions

pertaining to matters not requiring technical knowledge or extensive

research. Monitors telephone calls, upon request, for the purpose of

providing summaries of conversations and commitments made. Reads incoming

correspondence and reports to ascertain which should be reviewed by the

supervsor, referred to other staff members or retained for personal action.

Drafts replies to general inquiries not requiring detailed program

knowledge. Reads outgoing correspondence for procedural and grammatical

accuracy, conformance with general policy and accuracy of references cited.

Calls deviations or apparent discrepancies to attention of writer. Maintains

supervisor's calendar and schedules appointments, meetings, etc. based upon

personal knowledge of supervisor's i!

nterest and commitments. Obtains from staff members or office records

background material necessary to familiarize the supervisor with subject to

be considered before the scheduled meeting. Answers questions and provides

assistance to staff members regarding policies and procedures for

preparation and clearance of correspondence, action documents, and reports.

Anticipates supervisor's need for background information for use in

correspondence, telephone calls, meetings, etc. Searches office records for

information or obtains from appropriate source and relays to supervisor

either orally or in written summary. As requested, ascertains status of

action projects, correspondence and reports; verifies facts, regulatory

sources and dates of scheduled events. Receives, requests for statistical

information or informative material relative to activities under

supervisor's control, obtains information from office files or technical

personnel within the organization, and if prepared by ot!

hers, follows up to assure timely response. 

Qualification Requirements: Qualification Requirements: The following

summarizes the qualification standard for this position found in the

Operating Manual of Qualification Standards for General Schedule Positions

that is published by the Office of Personnel Management.  You may review

this operating manual in its entirety at http://www.opm.gov/qualifications

or at a Civilian Personnel Advisory Center (CPAC).

SPECIALIZED EXPERIENCE: To qualify applicants must possess 1 year

specialized experience equivalent to the GS-04 level or 4 years education

above high school. Specialized experience is defined as experience, which

has equipped the applicant with the particular knowledge, skills and

abilities to peform sucessfully the duties of the position, and that is

typically in or related to the work of the position to be filled.

EDUCATION SUBSTITUTION: Educationmust have been obtained in an acccredited

business, secretarial  or technical school, junior college, college or

university.

TIME-IN-GRADE REQUIREMENT: An applicant may be advanced to this position if

the position is no more than two grades above the lowest grade held under a

non-temporary competitive appointment within the preceding 52 weeks.

Nonappropriated fund service, non General Schedule service, (e.g., WG) or

combinations 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 designated  noncritical sensitive, as defined in DoD

5200.2-R, therefore, requires that a personnel security investigation be

adjudicated for security eligibility on a preappointment basis. This

requirement may take up to 90 days or longer to process. 

 3. If qualified based on education, selectee must provide official

transcript. 

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

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

6. 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. 

7. Application/Resume deadline: Application/Resume must be  received  by the

Closing Date of the Vacancy Announcement. 

8. 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. 

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)

