	

	[image: image1.png]




 INCLUDEPICTURE "https://cpolwapp.belvoir.army.mil/public/vabSelfNom/images/vab.gif" \* MERGEFORMATINET [image: image2.png]Vacancy Announcement Board

Search and Seff-Nominate for Army Job Announcements





	[image: image3.png]Job Announcement Details w






	Job Announcement

	Top of Form

[image: image4.wmf]



 HTMLCONTROL Forms.HTML:Hidden.1 [image: image5.wmf]

step10



 HTMLCONTROL Forms.HTML:Hidden.1 [image: image6.wmf]

NCBG10386653


DEPARTMENT OF THE ARMY
Vacancy Announcement Number: NCBG10386653

Opening Date: July 19, 2010

Closing Date: July 30, 2010

Position: 

SECRETARY (OA), GS-0318-07/08

Salary:
$38,790 - $55,844 Annual

Place of Work: 
U.S. Army Joint Manufacturing and Technology Center, Rock Island Arsenal, Rock Island, IL 61299

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

Number of Vacancy:
1

Duties: Receives visitors and incoming telephone calls, answering non-technical questions. Ascertains background material required and presents the material when informing supervisor of pending call or visitor. Acts as liaison between supervisor and supervisors subordinates and on own initiative informs them of supervisors views on current issues, scheduling briefings, presentations, etc. Receives and reads incoming mail. Drafts letters of acknowledgment, commendation, notification, etc., Signs correspondence in supervisors name in his absence, when technical or policy content has previously been cleared and it is in accordance with supervisors wishes. Devises and revises internal office procedures. Makes arrangements for conferences including space, people, time, etc. On own initiative informs supervisors subordinates of developments and arranges with them for the implementation of commitments made by supervisor. 

About the Position: USA RIA Joint MFG and Tech Center 
Commander 
Rock Island Arsenal, Rock Island, IL 61299 
Supervisor: Deputy Commander 

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. 

(3) Position is a GS-7, lead GS-8, hiring at either level. 

(4) Benefit of highest previous rate. 

SPECIALIZED EXPERIENCE: Specialized Experience is experience that equips the applicant with the knowledge, skills and abilities to perform this position such as: Ability to plan, organize and coordinate office activites and/or ability to meet and deal and/or ability to apply correspondence rules and procedural guidelines and/or knowledge of programs and functions of RIA. 

  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.) 

  Special Note to NSPS Applicants: If you apply for and accept a GS position, your GS pay will be set differently than if you transition out of NSPS with your organization. If you apply for and accept a position and your pay cannot be set within the GS grade range, you will not be eligible for pay retention. Be sure to refer to the NSPS web site ( http://cpol.army.mil/library/general/nsps/docs-repeal/NSPS_Empl_Transition_Bulletin_031510.pdf ) for more details on how this might affect your specific situation. 

  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, and a flex-time work schedule. 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. 

  Applicants claiming veteran's preference must clearly show an entitlement to such preference on the resume/supplemental data submitted. 

  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. Applicants wishing to withdraw from consideration may contact the Central Resume Processing Center at (410) 306- 0137 or applicanthelp@cpsrxtp.belvoir.army.mil. 

  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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