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VIRGIN ISLANDS NATIONAL GUARD

JOINT FORCE HEADQUARTERS

4031 LA GRANDE PRINCESSE, LOT 1B

CHRISTIANSTED, ST. CROIX, USVI 00820-4353

Announcement # 59-06

TOOLS & PARTS ATTENDANT
Opening Date: 15 November 2006



Closing Date:  14 December 2006

Position:  (Title, Series, Grade)



Tools & Parts Attendant 

WG-6904-06
Salary Range: 





$16.04 to $18.73 per hour
Military Requirement:




Enlisted: E3-E-6








11, 12, 13, 14, 19, 31,








35, 51, 63, 77, 88, 92
Position Description# 




70248000
Location:



CSMS
LTC LAJ Armory

Estate Bethlehem, St. Croix 
Type of Appointment 




EXCEPTED

Selecting Official:  CW2 Mervin T. Mills, CSMS Foreman
Area of Consideration:
Current Virgin Islands National Guard Military Technician and current members of the Virgin Islands Army and Air 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 Surface Maintenance Facility, of the Virgin Islands National Guard.

It’s purpose is taking charge of and independently operating a stockroom or storage yard for tools and parts used in trades operation; determining, identifying and selecting for issue   items described by users in terms of their intended usage; recommending possible substitutes and interchangeable items; determining work sequences, methods, procedures, and techniques for setting up and shifting storage locations; and determining when tools and equipment should be routed to appropriate shops for test, repair, or calibration.  May direct and oversee the work of other assigned lower graded personnel where the function is too small to support a full supervisor.

Identifies user’s tools, parts, equipment, and requirements and requisitions stock as needed. 

Prepares periodic inventory and determines the basis for over, short, or misplaced items by checking such reference as out-for-repair, issue, and turn-in records maintained in the tools and parts room.  Ensures that tools and equipment are maintained in good condition by performing visual and operating checks, taking measurements with such devices as calipers, and receiving reports from users on the nature and extent of damage to tools and equipment.  Determines stock replenishment levels for centrally controlled supplies and other material within funding limitations.  Receives a wide variety of supplies and specialized items requiring special handling. Searches for identifying or management data on items of supply. Receives requests desiring additional identification data, verification, or comparison of data on hand with reference sources.
Edits supply transactions, or provides customer service for urgent critical shortage items and other items requiring special handling when established procedures are not applicable.  May assist a journey level Automotive Mechanic and/or a journey level Heavy Mobile Equipment Mechanic by performing the simpler and more routine helper type duties.  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
Experience, education or training which demonstrates the candidate’s knowledge of materials and hand tools associated with packing and the ability to follow directions.
Specialized Experience:
Applicant must have 18 months of specialized experience directly related to the position being filled to qualify, which demonstrates the knowledge, skills and abilities (KSAs) required for the position.


Experience in verifying stock by opening, counting and visually checking the contents of the containers.


Experience in establishing stock location by considering such factors as use, size, shape and weight of items.


Experience in setting up and shifting storage location in consideration of space available.


Experience in identifying correct items for intended use, recommending possible substitutes by using references such as manufactures specification, stock catalogs, manuals and bulletins.


Experience in completing stock records by showing the names, quantities and locations of stock.


Experience in performing maintenance such as replacing wooden handles of handsaws, changing blade, on power saws, and greasing or oiling power and hand tools.


Experience in performing visual or operating checks, making measurements with such devices as calipers, and receiving reports from users on the nature and extent of damage to tools and equipment.


Experience in determining errors such as improper items issue and turn-in credit or incomplete records. 
SUBSTITUTION OF EDUCATION FOR SPECIALIZED EXPERIENCE:  Study successfully completed in college, university, technical or vocational school may be substituted for experience at the rate of one year of study (30 semester hours or 20 classroom hours of instruction per week for 6 months of experience.  Courses must be directly related to the work of the position.  Transcript must be submitted with application.
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.
Knowledge of the range of items in stock to identify specific items requested by users from descriptions of their intended usage, and to suggest, in the absence of requested items, substitute and interchangeable items that might fit user’s requirements.

Skill in determining when tools and equipment should be sent to test, repair, and calibration

shops, and skill in providing evaluations to stock disposal personnel to aid them in determining
whether or not items should be salvaged, repaired, and returned to stock.

Skill in determining from records such errors as improper item issue and turn-in credit, and the

failure of records to show that items have been sent out for repair.

Skill in identifying, setting up special storage locations, and ensuring that project assigned

items are separated from regularly stocked items when they arrive and during their storage.

Ability to provide information on the status of stock for determining and keeping adequate

numbers and types of items on hand.
DESCRIPTION OF WORK

Describe in details your work experiences (paid or unpaid), training, education, and /or other information that relates to the specialized experience stated on the vacancy announcement.  Use complete dates to indicate each amount of experience you have.  Include pertinent military experiences and describe duties in detail.  You may use continuation pages to include all related experience. Ensure that both military and civilian experiences are fully described, to include time frame, for which you are applying. 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.  List your military grade, unit of assignment, and MOS.  List your National Guard (weekend duties) separately from your other job experiences.  List your position, military Supervisor, phone numbers, dates you have held each and detailed duty description.
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; and must take and pass a pre-employment physical prior to coming on board.
3.
Failure to complete NGB prescribed courses at the PEC for new FTS personnel within the

First year of employment may be cause for reassignment to another full-time position or

termination from full-time employment unless there are extenuating circumstances that preclude the full-time member from course attendance.

4.
Selectee must enroll in electronic fund transfer (EFT) upon appointment.
5.
If applicant’s record is flagged, individual will be barred from favorable personnel action.
Verification of non-flagging action must be included with package.
6.  This position requires a compatible military assignment as follows:  Enlisted:  11, 12, 13, 14, 19, 31, 35, 51, 63, 77, 88, 92.
7.
Permanent Change of Station (PCS) is not authorized for this position.

FOR THE HUMAN RESOURCES OFFICER:









//S//
EUGENIE J. SANTOS
                                                                        
CSM, VING

                                                                        
Equal Employment Manager 
Here's what your resume or application must contain

(in addition to specific information requested in the job vacancy announcement)

      Announcement number, and title and 
Give the following information for your

      grade(s) of the job for which you are
paid and non-paid work experience related
      applying.
to the job for which you are applying:


(Do not send job descriptions)





    Job title (include series and grade if  Federal job)

    Duties and accomplishments


    Employer's name and address

    Full name, mailing address (with ZIP Codes) and
    Supervisor's name and phone number

    day and evening phone numbers (with area code)
    Starting and ending dates (month and year)

    Hours per week

    Social Security Number
    Salary

    Country of citizenship (Most Federal jobs required
Indicate if we may contact your current 
  

      United States citizenship.)
supervisor.

    Reinstatement eligibility (If requested, attached SF 50

      proof of your career or career-conditional status.)
    Highest Federal civilian grade held (Also give job,

      series, and dates held)
Job related training courses (title and year).

Job related skills, for example, other


languages, computer software/hardware

 
tools, machinery, typing speed.

    High school:
Job related certificates and licenses.

            Name, city, and State (ZIP Code if known)
(current only)
            Date of diploma or GED

    Colleges and universities:
Job related honors, awards, special

             Name, city, and State (ZIP Code if known)
accomplishments, for example, publica-

             Majors
tions, memberships in professional or

             Type and year of any degrees received
honor societies, leadership activities,

              (If no degree, show total credits and indicate
public speaking, and performance awards.

              whether semester or quarter hours.
(Give dates but do not send documents unless requested.)
    Send a copy of your college transcript only if
Verification of non-flagging action from 

    the job vacancy announcement requests it.
unit.

Selective Service verification form.




WORK EXPERIENCE





JOB INFORMATION





PERSONAL INFORMATION





OTHER QUALIFICATIONS





EDUCATION




















