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NCBG10104519


DEPARTMENT OF THE ARMY
Vacancy Announcement Number: NCBG10104519

Opening Date: March 06, 2010

Closing Date: March 15, 2010

Position: 

ADMINISTRATIVE ASSISTANT (OA), GS-0303-08

Salary:
$42,960 - $55,844 Annual

Place of Work: 
U.S. Army Sustainment Command, Dep Chief of Staff for Operations, Rock Island, IL 61299-6500

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

Number of Vacancy:
1

Duties: Oversees administrative functions for the Directorate. Initiates and carries out activities to reduce administrative burdens on technical/ management staff. Ensures that administrative guidance on new procedures is properly implemented. Resolves various substantive problems related to the assignment, preparation, and administrative processing of staff actions and special projects. Assists and advises staff and action officers on all procedural and administrative aspects of staff actions. Incumbent gives guidance on appropriate response to actions. Keeps accurate records of final disposition of each action and informs the action officer of results. Assists with maintaining electronic tracking log of suspense actions and reports on them periodically. Provides guidance on changes to administrative procedures and policies. Coordinates meeting/travel agenda as needed. Reviews and certifies TDY vouchers for assigned personnel; requests and receives office supplies and equipment. 

About the Position: Position is located in the US Army Sustainment Command, Deputy Chief of Staff, G3/5/7. Provides administrative support for the directorate and subordinate elements. Oversees administrative functions for the Directorate. Initiates and carries out activities to reduce administrative burdens on technical/ management staff. Ensures that administrative guidance on new procedures is properly implemented. Coordinates with technical and administrative staff to resolve problems, implement changes, and initiate new procedures. Assists and advises staff and action officers on all procedural and administrative aspects of staff actions. Incumbent gives guidance on appropriate response to actions. Reviews special projects and action papers submitted to ensure the procedural requirements have been met; style, composition and grammar are correct; and security markings are correctly applied, ensuring compliance with regulatory guidance. 

Who May Apply: (Click on Who May Apply) 

  Current Army employees with competitive status (includes Army employees serving on a career or career-conditional appointment). 

  Reinstatement eligibles. 

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

  Veterans eligible as 30% Disabled Veterans. 

  Veterans' Recruitment Authority (VRA). 

  Interagency Career Transition Assistance Plan (ICTAP) eligibles. 

  Military spouses eligible under EO 13473. 

Qualifications: Click on link below to view qualification standard. 
General Schedule 
  WANT TO CHECK YOUR STATUS: To check the status of your resume and self-nominations, go to http://cpol.army.mil (Army Civilian Personnel Online), click on Reference & Tools CPOL Top Pages, Employment, Armys Resume Builder/ANSWER. Resumes and documentation requested in this announcement will be the only source of qualification determinations. 

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: 

Experience with administrative and technical programs and understanding of management and technical staff priorities. Knowledge in correspondence, record keeping, travel, and government personnel administration. 

  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). 

  Demonstrated work experience that equipped the applicant 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 to be filled. 

  The related work experience must have been equivalent in difficulty and complexity to the next lower grade level. 

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.) 

  Temporary Duty (TDY) travel is 15 percent. 

  Permanent Change of Station (PCS) allowances may be authorized, subject to the provisions of the Joint Travel Regulations and an agency determination that a PCS move is in the Government interest. 

Other Advantages: This position provides full benefits, vacation and sick leave, and a flex-time work schedule. Army employees at the RIA enjoy other privileges such as use of the fitness center, golf driving range, outdoor recreation rentals, storage units, child and youth 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, Memorial Park/Pavilion rentals. 

Other Requirements:(Click on Other Requirements)


  Must be able to obtain and maintain a Secret security clearance. 

  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. 

  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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