The Department of the Army -- Job Opportunity Announcement

Job No.:  SCAR03156294

Opening Date: January 13, 2003 

Closing Date: January 21, 2003 

Position Title (Pay Plan-Series): Human Resources Assistant (Military)

(GS-0203)

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. 

Number of vacancies to be filled by this announcement - One. 

Salary: $31,546- $41,011 Per Annum 

Region: South Central 

Organization: US ARMY ROTC CADET COMMAND

JROTC DIRECTORATE

INSTRUCTOR MANAGEMENT DIVISION

FORT MONROE, VA  

Duty Station: Fort Monroe, Virginia 

Area of Consideration: Department of the Army career and career conditional

employees serviced by the Fort Monroe Civilian Personnel Advisory Center. 

Duties: As a Human Resources Assistant (Military) responsible for the review and disposition of unusual, complex and technically challenging actions pertaining to the qualification of personnel for certification to be a ROTC instructor and the continued retention or termination of the programs 3000 currently employed instructors. Determines which actions require medical or legal review. Maintains policy and precedent files based upon actions, incorporates results into requests for change of public law, regulations and directives. Provides customer service as he orients newly assigned personnel on instructor management policies and procedures. Makes extensive use of data bases and other personal computer-based information to conduct special and recurring analysis, studies and reports concerning the instructor force and other areas of concern. Receives, reviews and determines disposition of instructor applications that involve waiver requests, unusual or complex issues regarding eligibility of applicant or that contain staff recommendations to disapprove an applicant for certification as a Junior ROTC instructor. Related actions include reviewing pertinent law, regulations, directives, policies and precedents; interpreting references and determining their applicability to the case at hand. Refers action to outside medical or other authority as required, incorporates finding

evaluates military records, interview results and other information

pertinent to resolving the eligibility or suitability of personnel to serve

as an instructor. Prepares written summaries of findings, presents

recommendations, and prepares associated special correspondence to the

applicant. Briefs cases, if required, through the chain of command to the

Chief of Staff or Commanding General. Records results in applicable physical and automated files. Reviews and analyzes annual instructor performance appraisals, Serious Incident Reports, National Agency Checks and other information received that calls into question the suitability of current instructors for continued employment. Investigates background and

circumstances. Reviews pertinent files. Contacts chain of command, school

officials, the individual involved and other personnel as required to

determine if the initiation of action related to the case is warranted.

Judgment is applied in considering whether program requirements and

standards warrant adverse action against the individual. Posts written

findings of compliance to file and return s cases to staff personnel for

routine processing. Processes adverse actions through the chain of command to the Chief of Staff or Commanding General. Actions may include remediation of the condition, such as through the weight control program or medical re-evaluation, placing personnel on probation or the initiation of termination actions. Staffs final termination actions with legal personnel. Conducts special and recurring studies, analysis and reports concerning the instructor management program. Makes extensive use of databases and other automated-based sources to produce management information concerning the demographics of the instructor force and the effectiveness and efficiency of management program procedures and practices. Searches existing data and determines most cost effective manner of obtaining any additional data required, including the modification of existing practices, the development

of instruct surveys or other means. Uses basic mathematical skills,

statistics and more advanced mathematical skills through linear regression

in the conduct of analysis. Develops work plan for proposed projects and

incorporates approved projects into overall work priorities. Projects that

are beyond internal staff capabilities, coordinates for their execution by

outside personnel or contractors. Uses statistical graphical presentation

and word processing software to produce complete written work. Briefs

results if required. 

Qualification Requirements: Due to the length of the Operating Manual of

Qualification Standards for General Schedule Positions, it cannot be printed

in its entirety. 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 at http://www.opm.gov/qualifications/index.htm or by visiting your

local Civilian Personnel Advisory Center (CPAC).

Applicants must have at least one year of specialized experience equivalent

to the next lower grade level (GS-06).  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: Generally an employee must have completed a minimum of 52

weeks in a position at the GS-06 level. Non appropriated fund service,

non-General Schedule service or combinations of other certain 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): 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 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. Permanent change of station (PCS) funds  will not  be authorized. 

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

5. 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. 

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

Closing Date of the Vacancy Announcement. 

7. 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. 

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

9. 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 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 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 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.  

Verification of Responses: The responses you provide may be verified against

information contained in your Official Personnel Records. When appropriate,

such verification will be accomplished before a supervisors selection is

committed.

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.  Candidates who

believe they are entitled to this preference must indicate such with their

self-nomination  information.  Applicants must submit a copy of the military

members permanent change of station orders if selected for a position. 

If you need additional information concerning this position, please view the

status of the vacancy at the Fort Monroe webpage at:

http://cpolrhp.blevoir.army.mil/ser/. 

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.

