The Department of the Army -- Job Opportunity Announcement

Job No.:  SCAR03150764

Opening Date: December 19, 2002 

Closing Date: January 7, 2003 

Position Title (Pay Plan-Series): Office Services Assistant (OA) (GS-0303)

Grade: 07

Full Performance Grade: 07

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. 

To be eligible, a Commercial Driver's License is required.

Position requires qualified typist. (40 WPM) 

Number of vacancies to be filled by this announcement 001. 

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

Region: South Central 

Organization: HQ TRADOC

DCSC4

Support Directorate

Fort Monroe, Virginia 

Duty Station: Fort Monroe, Virginia 

Area of Consideration: All permanent Department of Army Career and

Career-conditional 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.  | 

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: Serves as the DCSC4 Security Manager with full responsibility for

performing both personnel and physical security. Performs a variety of

standard and non-standard assignments involving assignments in management

services, including supply management, property management, equipment

procurement, mail and distribution, and other administrative functions in

support of DCSC4. Provides advice, information, and service to DCSC4

employees and managers, other HQ elements, and visitors. Works in accordance

with established policies, regulations, and procedures. Serves as the ODCSC4

Security Program Manager for 51 personnel both CONUS and OCONUS. Develops

and writes policies and procedures for overall ODCSIM personnel and building

security. Recommends changes based on regulatory updates. Maintains

personnel security files and clearance and access data. Acts as primary

interface with the Regional Security Division on all security requirements.

Prepares and provides a security debriefing to out-processing personnel.

Conducts security inspections of each ODCSC4 office. Informs, in writing,

corrective action that needs to be taken to meet security standards. Briefs

TRADOC security personnel on the ODCSC4 security posture. Serves as the

ODCSC4 Key Control Officer. Maintains an accurate, up-to-date Key Control

Register. Conducts a monthly "show basis" inventory of keys. Conducts a

semiannual inventory of keys by serial number. Ensures out-processing

personnel return keys. Prepares requests for additional keys. Responsible

for performing all supply duties, to include ordering, issuing, turning in,

and conducting inventories for federal and commercial items. Advises and

recommends to the directorates within DCSC4 organization in determining

general supply support for material and equipment (normal support and

special projects), considering such factors as inventory levels, usage

fluctuations, commercial procurement actions, and delivery times. Develops

stock-level requirements based upon usage factors, operating logs, and

mission requirements. Establishes and maintains an accountability system for

all aspects of the budget execution for supplies. Make recommendations to

the ODCSC4 to ensure appropriate action is taken to correct abuse. Reviews

and recommends adjustments.

Processes GSA requests pertaining to requirements for supply and property

items for local purchase. Controls utilization of supply and procurement

funds and projects fiscal year COB requirements for supply and equipment

Maintains property book and hand-receipt records. Acts as hand-receipt

holder for the ODCSC4 Front Office and Support

Directorate. Responsible for revising and preparing property book supporting

documents, to include issue, turn-in lateral transfer, and report of losses.

Prepares necessary receipt documents, indicating all required information

and coding of transactions. Posts receipts and duplicates; releases requests

according to specified procedures. Primary POC for mail and distribution

management. Reviews incoming message traffic and documents such as

correspondence, reports, studies, decision papers, fact sheets, etc, from

both internal and external sources, sorts incoming classified mail,

publications, and directives and makes staff/activity assignments.

Distribution and routing of correspondence/mail requires knowledge of the

organization and functions of ODCSC4 and several operating sub-elements.

Serves as the DCSC4 publication coordinator. Acquires and maintains

necessary publications. Requests special-order publications and blank forms.

Requests blank forms from local stockroom and sorts and distributes to

directorates and offices. Ensures adequate supply of common-user forms is

on-hand for issue to DCSC4 employees. Performs driver maintenance in

accordance with established rules and regulations. When required by the

workload, may occasionally drive other type and size vehicles for which

qualified and licensed.

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).

SPECIALIZED EXPERIENCE:  Applicants must have at least one (1) year of

specialized experience equivalent to the GS-05 level.  Specialized

experience is experience that equips the applicant with the particular

knowledge, skills, and abilities to perform the duties of the position, and

which is typically in or related to the position to be filled.  Skill of a

qualified typist is required (40 Words Per Minute). 

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. This position is  nonsensitive  and requires a personnel security

investigation on a post-appointment basis only. 

 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. 

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

clearance. 

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

11. How to Apply: This position will be filled from the Army Centralized

Resumix database. Resumes and self-nominations must be received in the

Centralized Resumix database by the closing date of the announcement.

Resumes: If you have a resume on file with the South Central CPOC, it may be

automatically transferred to the Centralized Resumix database, unless a more

recent one already exists there. You do not need to resubmit your resume

unless you have significant changes or skills to add. If you do not have a

resume on file with the South Central CPOC or the Army Centralized Resumix

database, or if you want to change your resume information, you must submit

a resume in one of the following ways:

a. Army's Resume Builder (preferred method) http://cpol.army.mil/index.html

is an on-line process for you to complete a resume and any necessary

supplemental information, and then forward electronically to the Centralized

database. Information submitted through the Resume Builder flows directly

into the Resumix Centralized database. IT IS THE FASTEST AND MOST ACCURATE

METHOD OF GETTING YOUR RESUME INTO THE CENTRALIZED RESUMIX DATABASE.

b. Resumes may be emailed to the South Central CPOC for inclusion in the

Centralized Resumix database. Format and information required to submit an

email resume can be found online in our Job Kit available via CPOL

(http://cpol.army.mil/index.html). Once at CPOL, click on Links, Regional

Homepages, South Central, Employment Information, Resumix, then Job Kit.

Your local Army CPAC also has resume/application information. Some

restrictions on email resumes:

(1) The email address is: sc.resume@cpocscr.army.mil

(2) The subject of the email is Resume

(3) The resume must be in the body of the e-mail; attachments will not be

reviewed due to virus precautions.

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

Centralized 

Resumix database. Format and information required to submit a regular mail

(hard-copy) resume can be found online in our Job Kit available via CPOL

(http://cpol.army.mil/index.html). Once at CPOL, click on Links, Regional

Homepages, South Central, Employment Information, Resumix, then Job Kits.

Your local Army CPAC also has resume/application information. Sending hard

copies is strongly discouraged.

(1) Mailing Address: South Central Civilian Personnel Operations Center,

ATTN: DAPE-CP-SC-I-R Resumix Team Sparkman Complex, Bldg 5304, 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 directly to the Centralized Resumix

database.

b. Email a self-nomination.

(1) Email address is selfnom@cpocscr.army.mil

(2) Subject is selfnom (immediately followed by the announcement number)

Example: SelfnomSCBK02999999.

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,

ATTN: DAPE-CP-SC-I-R Resumix Team, Sparkman Complex, Bldg 5304, 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://cpol.army.mil/index.html). Once at CPOL, click on Links,

Regional Homepages, South Central, Employment Information, Resumix, then

"Job Kit". 

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.

GENERAL INFORMATION:

ROAR WILL NOT BE USED TO PROVIDE FEEDBACK ON THIS ANNOUNCEMENT. 

Feedback concerning the status of this announcement will be contained in

ANSWER, the Armys new Centralized applicant feedback system. 

You can access ANSWER by going to CPOL: http://cpol.army.mil/index.html by

clicking on Employment, then clicking on ANSWER. A userid and password is

required to access ANSWER. If you have already established a userid and

password in the Resume Builder, the same userid and password is used in

ANSWER.  

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) 
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