Vacancy Announcement

UNITED STATES ARMY

OFFICE OF THE SECRETARY OF THE ARMY
Vacancy Announcement Number:
X-DW-02-4067-RD
Opening Date:  JULY 29, 2002

Closing Date:  AUGUST 12, 2002

Position:
HUMAN RESOURCES ASSISTANT, (MILITARY/OA)

 (TERM NTE 4 YEARS), GS-203-05
Remarks:
Forms requests will not be honored. (086)



Applications must be received by the closing date to receive 



consideration. (069)

Term appointment not to exceed 4 years (094)

Salary: $24,701 - $32,113
                                           
Duty Location:
US ARMY ROTC Cadet Command, ROTC                             Per & Admin Dir, Accessions/Security Division, Fort Monroe, Virginia

Applications will be accepted from:
All U.S. Citizens

Major Duties: Performs a variety of duties in the review and processing of scholarship applications for the Reserve Officers Training Corps Scholarship Program. The ROTC program is a training program designed to recruit, select, motivate, train and retain cadets in the ROTC program which in turn produces the major officer requirements of the total Army with highly qualified junior officers . Duties involve telephonic and personal contact with the public and representative of national organizations for the purpose of providing information on the rights, benefits, privileges, requirements and obligations of the ROTC, Reserve and Active duty Military Programs in conjunction with obligations incurred when accepting.   Responsible for the review, and file maintenance processing, eligibility determination, interpretation of regulations, and inputting information into the data base.   Reviews scholarship applications for completeness, to include such items as transcripts, extracurricular activities records, athletic records, and other pertinent data.  Answers questions (telephonically and in writing) from scholarship candidates, parents, counselors, teachers, congressional staff members, general officers, Professors of Military Science and/or Enrollment Officers-at colleges, on a wide variety of issues concerning eligibility requirements for the various scholarship programs, status of application, and eligibility determinations. Interprets ROTC related regulations, policies, and procedures to determine applicants eligibility.  Evaluates personal and school history records to determine eligibility for scholarship for the program in which student is applying. 


Qualifications Required: Applicants must have one year of SPECIALIZED EXPERIENCE equivalent to at least the GS-4 level in the Federal service.  Specialized experience is defined as experience which equipped the applicant with the particular knowledge, skills, and abilities to perform successfully the duties of the position.  Specialized experience is defined as experience interpreting and applying rules, regulations and procedures and preparing and reviewing a variety of documents related to military personnel. 
OR a four year course of study above the high school level.  Equivalent combinations of successfully completed post-high school education and experience may be used to meet total experience requirements. 

Basis of Rating: 

You will be rated on your basic qualifications as described by you in your application and the extent and quality of your experience, education, and/or training based on your responses to the Supplemental Qualifications Statement (SQS). All responses you provide in the SQS may be subject to verification against information in your basic application.

Pay, Benefits and Work Schedule: Direct Deposit/Electronic Funds Transfer (DD/EFT) is the standard method of payment within DoD for pay of personnel.

Conditions of Employment: Under Executive Order 11935, only United States citizens and nationals (residents of American Samoa and Swains Island) may compete for civil service jobs.  Agencies are permitted to hire noncitizens only in very limited circumstances where there are no qualified citizens available for the position. 

Other Information: Before being hired, you will be required to sign and certify the accuracy of the information in your application if you have not done this using an application form such as the Optional Form (OF) – 612. Failure to submit all required documents and information requested by the closing date of this announcement might result in your not receiving full consideration. Applicant's qualifications will be evaluated solely on the information submitted in their applications. Please do not submit your application package in a notebook or binder with extraneous information.  Applicants should provide sufficient information to enable the Delegated Examining Unit to properly evaluate your application against the qualification requirements.

How To Apply: All applications must be received on or before the closing date.  It is your responsibility to assure applications are submitted on time to meet these deadlines.

APPLICATIONS WILL NOT BE ACCEPTED BY FAX OR E-MAIL.

Applicants must submit the following:

OF 612 (Optional Application for Federal Employment), SF 171 (Application

for Federal Employment) or Resume.* 

SF 15, DD 214 and VA/Service documents.  Documents certifying service connected disability must be dated within the last 12 months (if claiming 10-point veteran's preference). Veterans who retire from a branch of the Armed Forces because of permanent service-connected disability or who transfer to the permanent disability retirement list must submit an official statement or retirement orders indicating that the disability is 10 percent or more. For information on veteran's preference, please refer to the website www.opm.gov/veterans/html/vetguide.htm
DD 214 (if claiming 5 points Veterans Preference)

Spouse of active duty military members of the Armed Forces may receive preference in hiring under this announcement if they are among the best- qualified candidates referred and are within reach for selection.  For information on military spouse preference, please refer to website http://www.cpms.osd.mil/fas/staffing/pdf/st006.pdf. 

College transcript or list of college courses (only if you use education as a basis for qualifying)

Supplemental Qualification Statement

USAJOBS ONLINE RESUME BUILDER 
You may use the USAJOBS online resume builder to create a resume for this position.  Resumes will only be accepted by mail and must include all required information.  The USAJOBS online resume builder queries applicants for all information required on a Federal resume.  For USAJOBS Online Resume Builder: Log on www.usajobs.opm.gov ; click on online application; click on Register to create a resume; and follow the instructions.

*WHAT YOUR APPLICATION/RESUME MUST CONTAIN:

Job Information: Announcement Number, title and grade(s) for which you are applying.

Personal Information:
Your Social Security Number (SSN)**

Your Date of Birth (DOB)***

Your full name, mailing address** and telephone number (s)

Country of Citizenship

Proof of Veterans preference if claiming 10 points or 5 points.

If ever employed by the Federal Government, the highest Federal Civilian grade held, job series, and dates of employment in grade.

High School - name, city and state, date of diploma or GED

Colleges and Universities - name, city, state, major(s), type and year of any degree(s) received (include a college transcript of list of college courses) If specific courses are required, please list these courses and when they were completed. COLLEGE TRANSCRIPT IS PREFERRED.

Work experience (paid and non-paid experience RELATED to the job for which you are applying - include job title, employer's name and address, supervisor's name and phone number, starting and ending dates, hours worked per week, and salary), duties and accomplishments, and if your current supervisor can be contacted.

Other job related training, skills (languages, computer software/hardware, tools, machinery, typing speed, etc.), certificates, licenses, honor societies, awards, professional membership(s), publications, leadership activities, etc.

**PRIVACY ACT STATEMENT: We request your SSN and mailing address under the authority of Executive Order 9397 in order to keep your records accurate and to allow use of automated referral applicant notification systems. If you do not provide your SSN or mailing address, your application will not be processed.

***DATE OF BIRTH: Date of Birth is only requested if the position has a minimum age or maximum age requirement.  Age requirements are set by Public Law that will be defined in the announcement.

INTERAGENCY CAREER TRANSITION ASSISTANCE PROGRAM (ICTAP):

Federal employees seeking ICTAP eligibility must submit proof that they meet the requirements 5 CFR 330.704 for ICTAP.  This includes a copy of the agency notice, a copy of their most recent Performance Rating and a copy of their most recent SF-50 noting current position, grade level, and duty location.  Please annotate your application to reflect that you are applying as an ICTAP eligible.
Surplus or displaced Federal Civil Service employees must be rated well qualified in order to be considered under the ICTAP programs.  In order to be rated well qualified for this position, you must receive a rating of 80 or above, excluding veteran's preference, if applicable.

Your application must be received by the closing date of this announcement, and you must submit all required documentation.  

For additional information about this position please contact:

HELEN LENAHAN (757) 788-3700

Submit your application package to:

DELEGATED EXAMINING UNIT

SC-CPOC, BLDG 5304

ATTN:  DAPE-CP-SC-B-X

ERN:  X-DW-02-4067-RD 

REDSTONE ARSENAL, AL  35898

The Federal Government is an Equal Opportunity Employer.

Reasonable accommodations will be made for qualified applicants with disabilities, except when doing so would pose an undue hardship on the employing agency.

Selection for this position will be made without regard to political, religious, or labor organization affiliation or non-affiliation, marital status, race, color, sex, national origin, non-disqualifying handicapping condition or age.

SUPPLEMENTAL QUALIFICATIONS STATEMENT

ANNOUNCEMENT NUMBER: X-DW-02-4067-RD

Position Title, Series, Grade: HUMAN RESOURCES ASSISTANT, GS-203-05

IMPORTANT NOTE: Formatting of tasks contained in this Supplemental Qualifications  Statement cannot be altered in any way or for any reason.  Attachment sheets or alterations to this task statement are not authorized and will not be used to rank applications. 

The responses you provide on the task statement may be verified against the information in your application.  Any attempt to exaggerate/conceal/falsify your experience, education, awards or training can result in removal from employment consideration.

This information must be completed by the applicant.  Please place the number of the most accurate level that applies to your experience, education and/or training in each task required by this job.

DESCRIPTION OF EXPERIENCE, EDUCATION AND/OR TRAINING LEVELS:

0 I have not had education, training, or experience in performing this task.

1 I have had education or training on this task but have not yet performed it on the job.

2 I have performed this task on the job. A supervisor or senior employee monitored my work on this task to ensure compliance with proper procedures.

3 I have performed this task as a regular part of a job.  I have performed it independently and normally without review by a supervisory or senior employee.

4 I have supervised performance of this task or am normally the person who is consulted by other workers to assist them in doing this task because of my expertise.

LEVELS:

TASKS:

______a.  Interprets regulations, guidelines and other procedural instructions.

______b.  Collects, compiles and verifies application data for high school applicants.

______c.  Collects, compiles and verifies application data for college applicants.

______d.  Determines the eligibility of applicants and responds with the correct letter.

______e.  Obtains information, resolves problems, or provides advice or information to various individuals at all levels.

______f.  Prepares routine correspondence.

______g.  Prepares and maintains scholarship files.

______h.  Operates a personal computer using a variety of software.

______i.  Uses appropriate telephone service skills.

______j.  Responds to numerous electronic mail requests for information or status of application.

______k.  Inputs applicant’s information into computer system.

______l.   Opens, sorts, and distributes daily mail.

______m. Logs out and mails qualified physicals to schools for scholarships winners.

______n.  Ensures applicant’s information gets to the student’s schools of choice via mail or fax.

______o.  Determines eligibility for scholarship by evaluating personal and school history records.

I certify that I can type 40 words per minute.   ______Yes     ______No

PLEASE NOTE: AFTER A REVIEW OF YOUR COMPLETE APPLICATION PACKAGE,  IF A DETERMINATION IS MADE THAT YOU HAVE RATED YOURSELF HIGHER THAN IS APPARENT IN YOUR DESCRIPTION OF EXPERIENCE, EDUCATION AND/OR TRAINING, A SINGLE BEST LEVEL REFLECTING THE KNOWLEDGE, SKILLS AND ABILITIES OF THE POSITION (70, 80, OR 90) WILL BE ASSIGNED. 

I certify that the information I provide on the task statement is true and correct to the best of my knowledge and belief.  I further certify that the information I provide on this task statement can be verified by my application or other information provided, as of the closing date of this announcement.

Applicant’s Signature: ____________________________________________________

Date: __________________Social Security Number: __________________________

