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NCBG10127891


DEPARTMENT OF THE ARMY
Vacancy Announcement Number: NCBG10127891

Opening Date: March 22, 2010

Closing Date: April 02, 2010

Position: 

MANAGEMENT SUPPORT ASSISTANT (OA), GS-0303-06/07

Salary:
$34,907 - $50,431 Annual

Place of Work: 
USA RIA JOINT MFG & TECHNOLOGY CENTER, ROCK ISLAND ARSENAL, ROCK ISLAND, IL 61299

Position Status: 
This is a Permanent position. -- Full Time 

Number of Vacancy:
1

Duties: Responsible for planning, directing, performing and coordinating administrative and service functions. Compiles data. Coordinates and oversees all personnel action requests. Maintains a large number of files, records and logs. Provides advice on administrative policy. Assists supervisors in accomplishing administrative actions. Initiates annual and special surveys of training needs. Monitors the overall training program . Receives, logs and processes all within grade increases . Serves as incentive awards coordinator . Collects, reviews, quantify and finalizes data for management studies and reports. Receives and screens visitors, incoming telephone calls and mail. Maintains supervisor's calendar, schedules appointments and meetings . Assembles background material and sees that supervisor is fully briefed. Checks workload of subordinate clerical personnel. Types a variety of material and prepares material in final form. Schedules travel arrangements for supervisor. 

About the Position: USA RIA JOINT MFG & TECHNOLOGY CENTER 
ARTILLERY PRODUCTION GROUP 
ROCKI ISLAND ARSENAL, ROCK IL 61299 

SUPERVISOR:CHIEF, ARTILLERY INTEGRATED PRODUCT TEAM 

Mission: RIA-JMTC is the largest vertically integrated, Government-owned and operated manufacturing center in the nation, combining a wide range of engineering, manufacturing, and quality assurance capabilities. RIA-JMTC provides distribution and supply support to the manufacturing mission, is ISO 9001:2000 certified, and consists of over 1.5 million square feet of manufacturing. 

Who May Apply: (Click on Who May Apply) 

  Transfer Eligibles 

  All Federal employees serving on a career or career-conditional appointment. 

  Reinstatement eligibles. 

  NAF/AAFES Interchange Agreement eligibles. 

  Applicants eligible under Veterans Employment Opportunities Act of 1998 (VEOA) 

  Interagency Career Transition Assistance Plan (ICTAP) eligibles. 

Qualifications: Click on link below to view qualification standard. 
General Schedule 
  Notes: (1) For more information on how to submit a resume, click on the "How to Apply" link below. If you have questions regarding building your resume in Army's Resume Builder, sending your resume or accessing ANSWER, please e-mail your questions to applicanthelp@cpsrxtp.belvoir.army.mil (2) If claiming veteran's preference, VEOA, or VRA eligibility, you must provide appropriate forms (DD-214, SF-15, VA letter) within 3 days of contact from the personnel office. If claiming transfer, NAF/AAFES Interchange, or reinstatement eligibility, you must provide your most recent SF-50 within 3 days of contact from the personnel office. 

Will fill at either grade. 

SPECIALIZED EXPERIENCE: The best qualified candidates for this job must show in their resume that they meet the minimum qualifications described below and have training or experience in the following areas: 1.Ability to plan, organize, and coordinate office activities 2. Ability to know and apply rules of correspondence and procedures. 3. Ability to compile data 

  Typing - Any Grade: Qualified typist is required (40wpm). 

  GS-06 and above: One year of experience directly related to the occupation and equivalent to the next lower grade level. Education is not creditable, however, graduate education may be credited in those few instances where the graduate education is directly related to the work of the position. 

  The experience described in your resume will be evaluated and screened for the Office of Personnel Management's basic qualifications requirements, and the skills needed to perform the duties of this position as described in this vacancy announcement. 

  Applicants who have held a General Schedule (GS) position within the last 52 weeks must meet the Time in Grade Restriction. 

  One year of experience in the same or similar work equivalent to at least the next lower grade or level requiring application of the knowledge, skills, and abilities of the position being filled. 

  Must have 52 weeks of Federal service at the next lower grade (or equivalent). 

Other Information:(Click on Other Information) 


  To successfully claim veteran's preference, your resume/supplemental data must clearly show your entitlement. Please review the information listed under the Other Requirements link on this announcement or review our on-line Job Application Kit. 

  Management may select at any of the grade levels announced. 

  Noncompetitive promotion potential to target grade. 

  The Department of Defense (DoD) policy on employment of annuitants will be used in determining eligibility of annuitants. The DoD policy is available on http://www.cpms.osd.mil/ASSETS/E8AB932EA1E44617BAC7222922E42A62/DoDI140025-V300.pdf 

 HYPERLINK "https://cpolwapp.belvoir.army.mil/public/vabSelfNom/getresultsvab" \t "_blank" 
  Salary includes applicable locality pay or Local Market Supplement. 

  In accordance with section 9902(h) of title 5, United States Code, annuitants reemployed in the Department of Defense shall receive full annuity and salary upon appointment. They shall not be eligible for retirement contributions, participation in the Thrift Savings Plan, or a supplemental or redetermined annuity for the reemployment period. Discontinued service retirement annuitants (i.e., retired under section 8336(d)(1) or 8414(b)(1)(A) of title 5, United States Code) appointed to the Department of Defense may elect to be subject to retirement provisions of the new appointment as appropriate. (See DoD Instruction 1400.25, Volume 300, at http://www.dtic.mil/whs/directives.) 

  Payment of Permanent Change of Station (PCS) costs is not authorized, based on a determination that a PCS move is not in the Government interest. 

Other Advantages: This position provides the employee with full benefits, vacation and sick leave. Army employees at the Rock Island Arsenal enjoy other privileges such as use of the fitness center, golf driving, outdoor recreation rentals, storage units, child care center, Arsenal food court, Arsenal Club/catering, employee assistance program, recycle program, RIA Museum, thrift shop, discounted tickets for some community events, National Historical Landmark Park/Pavilion rentals. 

Other Requirements:(Click on Other Requirements)


  Personnel security investigation required. 

  You will be required to provide proof of U.S. Citizenship. 

  Male applicants born after December 31, 1959 must complete a Pre-Employment Certification Statement for Selective Service Registration. 

  Direct Deposit of Pay is Required. 

  One year trial/probationary period may be required. 

How to Apply: (Click on How to Apply) 

  Resumes must be received by the closing date of this announcement. 

  Self-nomination must be submitted by the closing date. 

  Resume must be on file in our centralized database. 

  Announcements close at 12:00am (midnight) Eastern Time. 

If your resume is currently in our central database, you may click here to Self Nominate 

Click here to use the Army Resume Builder to create your resume. Follow the instructions in this vacancy announcement to apply for the job. 

Point of Contact: Central Resume Processing Center, 410-306-0137, applicanthelp@cpsrxtp.belvoir.army.mil 
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