DEPARTMENT OF THE ARMY

OFFICE OF THE ASSISTANT SECRETARY

MANPOWER AND RESERVE AFFAIRS

SOUTHEAST CIVILIAN PERSONNEL OPERATIONS CENTER

MELOY HALL, BUILDING 6

FORT BENNING, GEORGIA  31905

INTERNAL RECRUITMENT NOTICE NUMBER (IRN): AR-01-173  

OPENING DATE: 29 August 2001


                            CLOSING DATE: 28 September 2001

INITIAL CLOSING DATE: 12 September 2001

POSITION TITLE/SERIES/GRADE: Administrative Support Assistant (Office Automation), GS-0303-07





     (Temporary Promotion/Appointment NTE One Year)  

SALARY:  $29,273 - $38,053 PER ANNUM

DUTY LOCATION: HQ TRADOC, ODCSRM, Fort Monroe, Virginia

A.  AREA OF CONSIDERATION: Applications will be accepted from Current Federal Career/Career-Conditional employees; Reinstatement eligible; Veterans Readjustment Appointment eligible; 30% Disabled Veterans (DAV); Executive Order 12721 eligible; Interagency forces under honorable conditions after three years or more of continuous active service (Veterans Employment Opportunities Act (VEOA) of 1998). 
B. 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.

C.   CONDITION(S) OF EMPLOYMENT:  (1) 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.  (2) This is an obligated position.  

D. DUTIES: Serves as the primary assistant to the Executive Officer (XO) in providing administrative support for 

the organization. Acts for the XO in all routine matters concerning areas of responsibility.  Serves as the focal point for receipt and review of incoming tasking, projects, correspondence and other communications or materials such as regulations, changes of policy and procedures, etc. Responds to routine, non-technical matters based upon knowledge of the mission, policies, and procedures. Determines coordination required; establishes and monitors suspenses. Researches selected actions presenting data and information on program, policy and functional issues for the office staff.  Coordinates with designated action officers for needed modifications or in their absence ensures appropriate coordination and periodic updating of required data for reports, briefings, conferences, etc.  Screen calls, greets visitors, referring them to appropriate staff members and directs to the supervisor those needing his/her personal attention or action. Handles routine matters on the basis of knowledge of the mission and functions of DCSRM. The incumbent personally responds to routine and non-technical requests for information such as status of reports, suspense date for matters requiring compliance, and similar information readily available from these files. Maintains office files and up-to-date listing of telephone contacts. Maintains the supervisor's calendar and schedules appointments based on knowledge of the supervisor's interest and commitments. Attends meetings as a representative for DCSRM and prepares substantive reports of the proceedings as required.  Follows-up by ensuring that the XO receives briefings on meetings missed.  Maintains personnel information cards for civilian employees. Provides general information about functions and procedures of the office and refers technical inquiries to appropriate person. On own initiative composes letters and prepares routine reports. Coordinates workload of Directorate when work cannot be accomplished within originating office to facilitate timeliness and efficiency. Receives, reviews, and makes distribution on all types of correspondence and message traffic addressed to DCSRM. Checks for overall accuracy and completeness of the documentation prior to forwarding to appropriate office. Logs those items of importance and/or requiring reply, establishes suspense dates when required and follows-up on all actions. Conducts the required inter-office and intra-office coordination within DCSRM, other directorates, Post Headquarters, etc., to ensure responsive and complete staff actions.  Maintains expertise in records management principles and procedures. Recommends and maintains approved standard paragraphs and form letters for use in administrative program correspondence. Reviews existing directives for currency and maintains all such required documentation. Prepares initial draft of a variety of personnel documents including award recommendations, performance plans, letters of commendation or recommendation, and responses to correspondence for which replies are required. Completes various forms related to personnel and administrative actions such as military and civilian evaluations using reference publications for proper completion, and follows-up with the appropriate action officer on questions relating to these matters. Operates office automation equipment and uses a variety of software applications (e.g., word processing, spreadsheet, graphics, forms, database management, electronic mail, etc.). Develops formats, macros and data queries to automate recurring material and simplify document and reports generation and data input.  Prepares in draft and final form a variety of material to include correspondence, charts, graphs, messages, reports and forms. 

E.    MINIMUM QUALIFICATION REQUIREMENTS: 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).

EXPERIENCE: Applicants must possess at least one (1) year of specialized experience equivalent to the GS-06 level.  Specialized experience is experience that 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. 

TYPING PROFICIENCY REQUIREMENT: In addition to meeting the experience requirements, applicants must show the ability to type accurately at the rate of 40 words per minute.

F.   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 grade 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.

G.  HOW TO APPLY: THIS POSITION WILL BE FILLED USING RESUMIX PROCEDURES.  Applicants within the area of consideration must have a resume on file with the SECPOC to self-nominate for this Internal Recruitment Notice (IRN).  Applicants who do not have a resume on file with the SECPOC must complete and submit a resume consisting of no more than 3 pages.  Applicants not serviced by the SECPOC must also complete and submit the supplemental data sheet with their resume.  However, if your resume is not on file prior to the issuance of this IRN there is no guarantee that the resume you submit will be processed prior to the closing date of this IRN.  For instructions to prepare and submit your resume and self-nomination, review the Employee Information/Application Procedures on the web at:  http://www.cpol.army.mil/.   Your resume and/or self-nomination cannot be received as an attachment.   Follow the instructions outlined in the Employee Information/Application Procedures for submission of your resume and/or self-nomination via electronic mail.  A new resume is required only when there has been a permanent change in your status, or position, (e.g. promotion, reassignment, change to lower grade), or if your position has been reclassified to a new title, series, or grade.   Applications with insufficient information to determine qualifications may not be considered.  If you currently have a resume in the Resumix system, you must indicate your interest in being considered by submitting a separate self-nomination.  Follow the instructions outlined in the Employee Information/Application Procedures to ensure you provide the necessary information needed for processing of your self-nomination.  Incomplete self-nominations will not be processed.  Unless specifically stated in this IRN, do not submit supporting documentation when you self-nominate; however, you must be able to provide the documentation within one day after a tentative job offer is made.  As applicable, you should have in your possession, copies of SF 50s to reflect employment status, transcripts for verification/crediting of education, a current VA letter of disability, DD 214s, etc. should they be requested.  For additional information, please contact your local CPAC. 

For additional information, please contact your local CPAC, or review the Resumix Kit for Employees which is available at:  http://cpolrhp.belvoir.army.mil/ser/.   Applications with insufficient information to determine qualifications may not be considered.

H.  WHERE TO APPLY: Self-nominations must be received no later than the closing date shown on this Internal Recruitment Notice.   It is your responsibility to ensure that self-nominations are submitted in a timely manner to meet the deadline. Self-nominations should be sent to one of the following addresses:

SECPOC

Meloy Hall, Building 6

Customer Focused Division A-1

ATTN:  IRN #AR-01-173

Fort Benning, Georgia  31905

OR

resume@cpocser.army.mil
Subject: Self-nomination

IRN #AR-01-173

I.  GENERAL INFORMATION:

EMPLOYEES WITH RETAINED GRADE /REPROMOTION ELIGIBILITY:  Employees receiving grade or pay retention benefits may be afforded special consideration until their entitlement for such benefits end.  A retained grade/repromotion eligible may not be granted automatic special consideration for repromotion.  Employees must indicate they want consideration for retained grade/repromotion when they self-nominate for vacancies.

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.  

SURPLUS/DISPLACED FEDERAL EMPLOYEES:  In order to receive special priority consideration under the Interagency Career Transition Assistance Plan (ICTAP), eligible Current career or career conditional employees must meet the following criteria:  (1) be a surplus or displaced employee who is being (or has been) separated by RIF; (2) have a current (or last) performance rating of record of at least Level III or equivalent; (3) apply for a vacancy at or below the grade level from which being  (or has been) separated;  (4) Occupy or was displaced from a position in the commuting area of this IRN; (5) file a self-nomination for a specific vacancy within the timeframe established by this IRN and , (6) be determined well-qualified for this vacancy.  If you are selected for a position under ICTAP, you must provide the following documents: a copy of your RIF separation notice OR Certification of Expected Separation OR other agency certification which identifies you as surplus.  For further information regarding the ICTAP, please contact your current/last servicing civilian personnel representative.

"The Department of the Army is an Equal Opportunity Employer.  Applicants will receive appropriate consideration without regard to non-merit factors such as race, color, religion, sex, national origin, marital status, sexual orientation except where specifically authorized by law, age, policies or disability which do not relate to successful performance of the duties of this position.  Otherwise qualified applicants with disabilities who need reasonable accommodation may notify the agency Point of Contact on this announcement of their

need."  
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