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SWBG10115563D


DEPARTMENT OF THE ARMY
Vacancy Announcement Number: SWBG10115563D

Opening Date: March 08, 2010

Closing Date: March 19, 2010

Position: 

Administrative Support Assistant (OA), GS-0303-05/06

Salary:
$31,315 - $45,376 Annual

Place of Work: 
US Army Engineer District, Rock Island, Engineering and Construction Div, Construction Br, Duty Location: Rock Island, Illinois

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

Number of Vacancy:
01

Duties: GS-06: You will perform a variety of administrative and support type duties in such areas as administration, travel, training, files and correspondence management, fiscal administration, personnel administration, and overall office operations for the Branch. You will also serve as the authority to provide guidance and assist organization personnel on all of the above functional areas, as well as other related administrative functions, and exercise a thorough knowledge of the regulations, procedures, and processes governing administration functions and organization structure and functions. In addition, you will perform and/or provides guidance on such matters as fiscal administration using the automated Corps of Engineers Financial Management System (CEFMS) system, training, correspondence, timekeeping, property and supplies, mail management, records management, etc. 

About the Position: GS-05: Work under close supervision & in a developmental capacity performing assignments & completing training aimed in preparing incumbent to gain knowledge/skills necessary to perform duties of next higher/target level grade duties. 

This position is under the supervision of the Construction Branch Chief. 

Who May Apply: (Click on Who May Apply) 

  Please click on the How to Apply Instructions within announcement. Please ensure that you have submitted your resume into the Army Resumix Builder prior to self-nominating on a vacancy announcement. 

  All U. S. citizens and Nationals with allegiance to the United States. 

Qualifications: Click on link below to view qualification standard. 
General Schedule 
  **SPECIALIZED EXPERIENCE is experience that MINIMALLY qualifies you for the position. It is experience that has equipped you with the particular knowledge, skills and abilities to successfully perform the duties of the position, and that is typically in or related to the work of the position being filled. For this position at the GS-06 level, your resume must reflect that you possess 1 year of specialized experience at least equivalent to the GS-05 level. *The Specialized Experience for this position at the GS-06 level is as follows: As the lead Administrative Support Assistant, you must have experience in applying practical knowledge of regulations, procedures, and processes in conjunction with administration functions; Experience in performing and providing guidance in the majority of the following: fiscal administration, travel, training, files and correspondence management, personnel administration, timekeeping, property and supplies, mail management. Experience in receiving, determining, and directing inquiries from visitors and callers within an organization. As a general rule, education is not creditable for this position at the GS-06 level; however, graduate education may be credited in those few instances where the graduate education is directly related to the work of the position. For this position at the GS-05 level, your resume must reflect that you possess 1 year of specialized experience at least equivalent to the GS-04 level. *The Specialized Experience for this position at the GS-05 level is as follows: As the Administrative Support Assistant, you must have experience in applying practical knowledge of regulations, procedures, and processes in conjunction with administration functions; Experience in performing the majority of the following: fiscal administration, travel, training, files and correspondence management, personnel administration, timekeeping, property and supplies, mail management. Experience in receiving, determining, and directing inquiries from visitors and callers within an organization. OR EDUCATION SUBSTITUTION: 4 years above high school. Successfully completed education above the high school level in any field. This education must have been obtained in an accredited business, secretarial or technical school, junior college, college or university. One year of full-time academic study is defined as 30 semester hours, 45 quarter hours, or the equivalent in a college or university, or at least 20 hours of classroom instruction per week for approximately 36 weeks in a business, secretarial, or technical school. *Must have skills as a qualified typist to operate automated systems. 

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

  GS-05: One year of experience directly related to the occupation and equivalent to the next lower grade level, or 4 years of higher education above high school, or a combination of experience and education. 

  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. 

  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. 

  Only degrees from an accredited college or university recognized by the Department of Education are acceptable to meet positive education requirements or to substitute education for experience. For additional information, please go to the Office of Personnel Management (OPM) and U.S. Department of Education websites at - http://www.opm.gov/qualifications and http://www.ed.gov/admins/finaid/accred/index.html 

  Foreign education must be evaluated for U.S. equivalency in order to be considered for this position. Please include this information in your resume. 

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. 

  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 
  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. 

  Defense National Relocation Program will not be authorized. 

Other Advantages: The position is located in the Rock Island District Headquarters which is in the Clock Tower Building/Annex on Arsenal Island in Rock Island, Illinois. Rock Island is part of a metropolitan area known as the Quad-Cities. The Quad-Cities rests on the banks of the Mississippi River and has a total population of 400,000. The Quad-Cities is comprised of the cities of Rock Island and Moline/East Moline, in Illiniois, and Davenport and Bettendorf in Iowa. 


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. 

  You may claim Military Spouse Preference. 

  Failure to provide all of the required information as stated in the vacancy announcement may result in an ineligible rating or may affect the overall rating. 

  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 

THE DEPARTMENT OF DEFENSE IS AN EQUAL OPPORTUNITY EMPLOYER
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