	** INDEFINITE **
Technician Vacancy Announcement

Virgin Islands National Guard
	Announcement Number

13-04

	
	Opening Date:

23 June 2004
	  Closing Date:

    22 July 2004 

	Position:  (Title, Series, Grade)

Secretary (OA)

GS-0318-05

PD#70042000
	Command Program Support Specialist

St. Croix, Virgin Islands
	Area of Consideration:

Virgin Islands military technicians and current members of the Virgin Islands Army National Guard.



	
	Selecting Official:

1LT Kathleen Parris

Cmd Program Spt Spec
	

	Type of Appointment:

EXCEPTED
	Military Requirement:

Enlisted:  E-1 thru E-5

CMF: 71


	Salary: 

GS-05  $24,075.00 to $331,30200 (PA)

Plus 22.5% COLA


BRIEF DESCRIPTION OF DUTIES

** This position may be held for a period of five or less years.***
This position is located in the Office of the Command Program Support Specialist.  Its purpose is to serve as the personal assistant and principal clerical and administrative support to one or more supervisors.  Organization(s) serviced is subdivided into subordinate segments which are supervised through one or more levels of supervision or is of limited complexity where extensive responsibility exits for outside coordination.  Participates in the management of the office by applying a good working knowledge of the organizational functions and procedures in order to relieve the supervisor(s) of clerical and administrative support work.

QUALIFICATIONS

General Experience
Experience performing any combination of the following tasks:  typing (letters, forms), general clerical (answering the telephone, receiving visitors, composing correspondence, filing, receiving outgoing correspondence for grammar, format, etc.); stenographic (taking and transcribing shorthand).
Specialized Experience

Applicant must have six (6) months of specialized experience to qualify at the GS-05 level that demonstrates the knowledge, skills and abilities (KSAs) required for the position. 

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 non-job related factor.
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	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.



	· Ability to keep supervisor's calendar, to make arrangements for conferences, and meetings reserving

conference rooms and notifying all participants; making travel arrangements, typing travel vouchers and reports.

· Knowledge of the organizational functions and procedures necessary to perform such duties as

distribute and control mail, refer phone calls and visitors and provide general nontechnical information

· Knowledge of the filing system and various references and handbooks commonly used by the staff in

order to classify, search for, and dispose of materials.

· Knowledge of grammar, spelling, punctuation and required formats.

· Knowledge of general office automation software, practices, and procedures and competitive level proficiency in typing to accomplish word processing/office automation responsibilities.



	DESCRIPTION OF WORK

Describe your specific duties, responsibilities and accomplishments.  If you describe more than one type of work, write the approximate percentage of time performed in each.  Please enter the month, day and year for each period.  Omission of these requirements can result in disqualification of your application.  All applications/resumes must be complete.

TO APPLY: Optional Form 612 OR resume to Headquarters, Virgin Islands National Guard, ATTN: HRO (CSM Santos), LaGrande Princesse, Lot 1B, Christiansted, USVI  00820-4353.  Applications must include all necessary information required on the vacancy announcement.  MOS and rank must be indicated on application.   Verification of non-flagging action MUST be included.  Applications postmarked or hand-delivered to the HRO after the closing date will not be considered.  Business hours are 0800-1700, Monday through 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.
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CONDITION OF EMPLOYMENT AND MILITARY REQUIREMENTS CONT’D

4. If applicant’s record is flagged, individual will be barred from favorable personnel action.

Verification of non-flagging action must be included.

5. This position requires a compatible military assignment as follows: ENL E1 – E5 CMF: 71 

6. Permanent Change of Station (PCS) is not authorized for this position.

7. As a condition of employment, selectee “Must be a US Citizen”.

	FOR THE ADJUTANT GENERAL:

                                                                                  /S/

DENNIS A. HOWELL

CW5 VING

Director of Human Resources



	

	

	

	

	


