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VIRGIN ISLANDS NATIONAL GUARD
JOINT FORCE HEADQUARTERS
4031 LA GRANDE PRINCESSE, LOT 1B

CHRISTIANSTED, ST. CROIX, USVI 00820-4353

INDEFINITE
Announcement # 24-06
ADMINISTRATIVE ASSISTANT
Opening Date:  25 May 2006


         Closing Date:  23 June 2006
Position: 





          Administrative Assistant
Series/Grade: 




          GS-0303-/06/07
Salary Range: 




          GS-06-$28,085.00-$36,509.00
          GS-07-$31,209.00-$40,569.00







          Plus 22.5% COLA

Military Requirements:                                                      ENL:  E4-E6







          MOS: 71L &71C, 75B









        75F, 75Z 
Position Description# 



          70237000
Location:




          Chief of Staff Office
          St. Croix, VI
Type of Appointment 



          EXCEPTED
Selecting Official:  COL Deborah Y. Howell, Chief of Staff
Area of Consideration:
Current Virgin Islands Army National Guard Military Technician and Current members of the Virgin Islands Army National Guard.  NOTE:  Virgin Islands Air National Guard personnel must be eligible to acquire membership in the Army National Guard in an available and compatible military grade for the excepted technician position
****************************************************************************************************
Brief Description of Duties:
This position is located in the Command Section of Headquarters, State Area Command(STARC). The purpose of the position is to provide technical and administrative assistance for programs within the Command Administrative Officer’s (CAO) area of responsibility.  Assists in managing the Internal Management Control Program (IMCP).  Gathers and organizes IMCP material, establishes a suspense system, drafts the annual STARC plan, and provides accurate information regarding changes in the program and in the status of the IMCP submission by managers.  Assists the Deputy STARC Commander and Chief of Staff with planning and coordination of the Command Inspection program.  Oversees the officer evaluation program.  Monitors suspense dates for submission of Officer Efficiency Reports (OERs) to the Chief of Staff.

Assists in the development of policy letters which may require researching applicable directives from higher authority to ensure that no conflict will results from issuance of new policy. Maintains and administers multiple support budgets for the Command Administration Office.  Maintains personal contact with functional managers to discuss administrative practices and services, provides technical advice and guidance, and recommends methods and procedures where necessary.  Control access to the CAO. Review incoming correspondence, publications, regulations, and directives which may affect the supervisor, or programs within the supervisor’s purview.  Provides for control of all-classified documents for the Command Administrative Office.  Performs other duties as assigned.
	THE VIRGIN ISLANDS NATIONAL GUARD IS AN EQUAL OPPORTUNITY EMPLOYER.

All qualified applicants will receive consideration for appointment without regard to political, religious, or labor organization affiliation or non-affiliation, marital status, race, color, sex, national origin, age, or any other job related factor.


QUALIFICATIONS
General Experience:
Administrative or clerical experience, education, or training which demonstrates the candidates ability to perform the duties of the position.
Specialized Experience:

Applicant must have) twelve (12) months of specialized experience to qualify for the 
GS -07, nine (9) months of specialized experience to qualify for the GS-06, which demonstrates the knowledge, skills and abilities (KSAs) required for the position to be filled.
APPLICANTS WHO MEET THE ELIGIBILITY REQUIREMENTS WILL BE FURTHER EVALUATED BASED ON THE FOLLOWING KNOWLEDGE, SKILLS AND ABILITIES (KSAs) WHICH ARE CONSIDERED ESSENTIAL TO PERFORM THE DUTIES AND RESPONSIBILITIES OF THIS POSITION.  Applicant must address each KSA on a separate sheet of paper.  Stating when, where and how obtain each; either through experience, education or training.   Failure to submit this information may affect your ranking for referral for this position.
· Practical knowledge of an extensive body of programs analysis technical rules, guidelines, regulations and precedents to provide sound recommendations to the CAO.

· Skill in applying basic data gathering techniques in order to develop trends and analysis tools using data from reports.
· Knowledge of the duties, priorities, commitments, basic policies, and program goals of the organization sufficient to perform comprehensive administrative support assignments.

· Knowledge of general office automation software, practices, and procedures to design or develop detail charts and graphs  Competitive level proficiency in typing to accomplish word processing and office automation tasks.

DESCRIPTION OF WORK
Describe your duties, responsibilities and accomplishments. If you describe more than one type of work, write the approximate time period in each. Please enter the month, and year for each period. Omission of these requirements can result in disqualification of your application.

TO APPLY: Mail Optional Form 612, or Resume to Joint Forces Headquarters, ATTN: HRO (MSG Harris) 4031 La Grande Princesse, Lot 1B, Christiansted, VI 00820-4353. Applications must include all necessary information required on the vacancy announcement. MOS/SSI and rank must be indicated on application. Verification on non-flagging action MUST be included. Applications post marked or hand delivered to the HRO after the closing date will not be considered. Business hours are 0800-1700, Monday thru Friday. All applications will be retained for our records.
CONDITION OF EMPLOYMENT AND MILITARY REQUIREMENTS

1.
Wearing of military uniform is a requirement. Acceptance of this position constitutes concurrence with this requirement and is a condition of continuation of employment.

2.
As a condition of employment, selectee must be able to acquire security clearance, as required.
3.
Selectee must enroll in electronic fund transfer (EFT) upon appointment.
4.
If applicant’s record is flagged, individual will be barred from favorable personnel action.  Verification of non-flagging action must be included with package.
5.
This position requires a compatible military assignment as follows:  E-4 thru E-6

71, MOS:  71L & 71C, 75B, 75F, 75Z.
6.
Permanent Change of Station (PCS) is not authorized for this position.
FOR THE ADJUTANT GENERAL:








//S//
                                                                        DENNIS A. HOWELL
                                                                        CW5, VING

                                                                        Human Resources Officer
