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DEPARTMENT OF THE ARMY

 

SOUTH

CENTRAL

 CIVILIAN PERSONNEL OPERATIONS CENTER

 

  SPECIAL NOTICE

 


STUDENT TEMPORARY EMPLOYMENT PROGRAM (STEP)

OFFICE AUTOMATION CLERK, GS-0326-04

SALARY:  $23,412 - $30,437 PER ANNUM

DUTY LOCATION: 

VARIES
FORT MONROE, VIRGINIA

MULTIPLE VACANCIES 

TYPE OF APPOINTMENT: Temporary NTE September 30, 2004

ANNOUNCEMENT NUMBER: AR-04-STEP05

OPENING DATE: 18 MARCH 2004  

CLOSING DATE: 18 APRIL 2004

NOTE: The above position is for students only.  You must attach student certification with your application, i.e., copy of current class schedule, report card, letter from school, acceptance letter from college, etc.  Please follow the instructions shown in the Where and How To Apply section of this announcement.

NOTE: Permanent Change of Station (PCS) will not be authorized.

NOTE: Applicant must be a qualified typist with a minimum typing speed of 40 words per minute.
MAJOR DUTIES: Develops background material to assist in organizing and presenting statistical data for studies, reports, etc., used in analysis and evaluation work. Posts or tabulates data to work sheets. Verifies accuracy of computations or computes quantities such as totals, subtotals, percentages and averages following standard procedures.  Reviews regulations, policies, guides, previous correspondence and other materials related to areas being studied, extracting portions or making summaries for review by the supervisor.  Searches files, records, past correspondence, or contacts other personnel to gather data for preparation of clerical reports.  Answers telephone and personal inquiries relative to the activities of the office when the information can be supplied from own knowledge of the office activities or can be readily located in office files or records. Receives incoming correspondence, retains items to be handled personally, and forwards remainder to supervisor or staff for action.  Maintains office files according to the established functional filing system. Searches for and withdraws material when requested.  Composes correspondence of a routine and non-technical nature based on oral instructions, brief notes or material which is readily available in files and records of the office.  As required, performs such administrative duties as arranging for official travel; preparing travel requests; making reservations for out-of-town visitors; requisitioning office supplies and publications; maintaining records of leave and attendance; or reserving rooms for meetings.  Types a variety of narrative and tabular material such as reports, staff studies, correspondence, technical papers and statistical tables using manual, electric or automatic typewriter. Assures proper format, correct grammar, spelling, punctuation, capitalization, arrangement, and spacing of material.  May serve as classified documents custodian (or alternate custodian) with responsibility for receipting, logging, processing, and maintaining accountability of classified documents associated with office served.  
CONDITION OF EMPLOYMENT: Incumbent must participate in the Department of Defense (DOD) Electronic Fund Pay Transfer program as a condition of employment. 

ELIGIBILITY REQUIREMENTS: You are eligible under the Student Temporary Employment Program if you are: 

- A student enrolled or accepted for enrollment as a degree-seeking student (diploma, certificate, etc.) 

- At least the minimum age required by Federal, state or local laws and standards governing the employment of minors, 

- Taking at least half-time academic or vocational and technical course load in an accredited high school, technical or vocational school, 2-year or 4-year college or university, graduate or professional school, and 

- A U.S. citizen or a national (resident of American Samoa or Swains Island). Non-citizens may be eligible for employment if: 

1. (1) permitted by a Federal agency's appropriation act, and 

2. (2) eligible to work under U.S. immigration laws. 

QUALIFICATION REQUIREMENTS: Applicants must meet the following conditions, (1) General Experience; (2) Education (3)  Combination of Education and Experience (4) Proficiency Requirements to be considered eligible for this position.

1.  GENERAL EXPERIENCE: Applicants must possess one year of general experience.  General experience is progressively responsible clerical, office, or other work that indicates ability to acquire the particular knowledge and skills needed to perform the duties of the position to be filled.

                              


OR

2.  EDUCATION:  Applicant must have two 2 years above high school to meet the requirements for the GS-04 level.  Such education must demonstrate the knowledge, skills, and abilities necessary to do the work.  Successfully completed education above the high school level in any field for which school graduation or the equivalent is the normal prerequisite is creditable at grade GS-04.

                         OR

3.  COMBINATION OF EDUCATION AND EXPERIENCE: Equivalent combinations of successfully completed directly related post-high school education (as described above under EDUCATION) and experience may be used to meet the qualifications requirements for this position. 

                         AND

4.  PROFICIENCY REQUIREMENTS: In addition, a minimum typing speed of 40 words per minute is required. Applicants applying must certify to the speed.  This information must be provided in the application, resume, etc.  Self-certification or certificate of typing proficiency must be attached.  Failure to annotate typing speed will result in an ineligible rating.

BASIS OF RATING: To be eligible, you must receive a score of at least 70 out of a possible l00 points. Veterans entitled to preference may receive an additional 5 or l0 points added to their score.  Qualified applicants will be referred in score order (including veterans preference).

NOTE:  If you are a displaced Federal employee, see the special instructions for priority selection consideration.  Applicants desiring priority consideration under the Interagency Career Transition Assistance Program must be rated among the well-qualified group of candidates.  Well-qualified is demonstrated by a score of 80 or above.  

Applications filed in response to this Recruiting Bulletin will be used to fill this specific vacancy only.  However, should additional vacancies occur within six months of the above closing date, the remaining eligible applications on file may be used for referral.  If a like position is opened under a different announcement source/program, you must follow the appropriate instruction specified from that source in order to be considered.
OR

Acceptance of education as a substitution for experience must be supported by a copy of transcripts from the school, college, or university from which the credits were acquired. IF THE EDUCATIONAL INSTITUTION WILL BE FORWARDING YOUR TRANSCRIPTS UNDER SEPARATE COVER, ENSURE THEY INCLUDE IN OUR ADDRESS, ATTN: EXTERNAL ANNOUNCEMENT NUMBER AR-04-STEP05

Applications filed in response to this Recruiting Bulletin will be used to fill this specific vacancy only.  However, should additional vacancies occur within six months of the above closing date, the remaining eligible applications on file may be used for referral.  If a like position is opened under a different announcement source/program, you must follow the appropriate instructions specified from that source in order to be considered.

WHERE AND HOW TO APPLY:  

Department of the Army  

ATTN: Student Temporary Employment Program (AR-04-STEP05)

60 Ingalls Road

Bldg 82, Room 450

Fort Monroe, VA 23651

All application materials must be received or post-marked on or before the closing date of this announcement.

To receive consideration for this position, applicants must  submit an Application for Federal Employment (SF-l7l), an Optional Application for Federal Employment (OF-6l2), a resume’ or any other written format chosen provided that it contains all the required information to apply for this position.  Optional Form 5l0, Applying for a Federal Job, explains the choices available as to the format of an application and also covers the important information needed in order to receive consideration.

Incomplete applications will result in loss of consideration.

The following documents/forms, if applicable, must accompany your application at time of submission:  

- DD-214 Certificate of Release or Discharge from Active Duty, or other proof of eligibility (if claiming 5-point veteran preference).

- DD-214, SF-15, and VA/Service Document (if claiming 10-point Veterans Preference).  Document certifying service-connected disability must be dated within the last (12) months.

Forms and information may be obtained by contacting the Civilian Personnel Advisory Center, Building 82, Rm 450, 60 Ingallas Road, Fort Monroe, VA 23510-1032; Office of Personnel Management, Norfolk Area Office, Federal Building, 200 Granby Street, Norfolk, VA. 23510-1886; Virginia Employment Commission, Norfolk Office, 5145E Virginia Beach Boulevard, Norfolk, VA 23504, Virginia Employment Commission, Newport News Office, 6012 Jefferson Avenue, Newport News, VA 23605, Virginia Employment Commission, Hampton Office, 1320 LaSalle Avenue, Hampton, VA 23669 or Career America Connection (912)757-3000.  You may also acquire Federal job vacancy information by using a personal computer equipped with a modem and communications software.  To gain access to the Telnet, and File Transfer Protocol (FTP), access is gained by using address:  FJOB.MAIL.OPM.GOV or IP address:  198.76.4610.

ALL CANDIDATES MUST BE CITIZENS OF THE UNITED STATES

ALL CANDIDATES WILL RECEIVE CONSIDERATION WITHOUT REGARD TO RACE, CREED, COLOR, NATIONAL ORIGIN, SEX, AGE, RELIGION, POLITICAL, AFFILIATION OR ANY OTHER NON-MERIT FACTOR. 

SPECIAL SELECTION PRIORITY CONSIDERATION PROVISIONS FOR SURPLUS OR DISPLACED FEDERAL EMPLOYEES

If you are a displaced Federal employee, you may be entitled to receive special priority selection under the ICTAP.  To receive this priority consideration you must:

1.  Be a displaced Federal employee.  You must submit a copy of the appropriate documentation such as a RIF separation notice, or a letter from OPM or your agency documenting your priority consideration status with your application package.  The following categories of candidates are considered displaced employees.

     A.  Current or former career or career-conditional 


(tenure group I or II) competitive service employees 


who:

         1.  Received a specific RIF separation notice; or

2.  Separated because of a compensable injury, whose compensation has been terminated, and whose former agency certifies that it is unable to place; or

3.  Retired with a disability and whose disability 

annuity has been or is being terminated; or

4.  Upon receipt of a RIF separation notice retired on the effective date of the RIF and submits a Standard Form 50 that indicates Retirement in Lieu of RIF; or

         5.  Retired under the discontinued service 


    retirement option; or

6.  Was separated because he/she declined a transfer of function or directed reassignment to another commuting area.

OR
 B.  Former Military Reserve or National Guard 

 Technicians who are receiving a special Office of

 Personnel Management  (OPM) disability retirement 

 annuity under section 8337(h) or 8456 of  Title 5 

 United States Code.

2.  Be applying for a position at or below the grade level of the position from which you have been separated.  The position must not have a greater promotion potential than the position from which you were separated.

3.  Have a current (or last) performance rating of record of at least fully successful or equivalent.  This must be submitted with your application package.  (This requirement does not apply to candidates who are eligible due to compensable injury or disability retirement.)

4.  Occupy or be displaced from a position in the same local commuting area of the position for which you are requesting priority consideration.

5.  File your application by the vacancy announcement closing date and meet all the application criteria (e.g., submit all required documentation, etc.).

6. Be rated well-qualified for the position.
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