STATE OF IDAHO
MILITARY DIVISION

Human Resource Office (HRO)

State Personnel Branch

4794 General Manning Avenue, Building 442

Boise, Idaho 83705-8112
Telephone:  (208) 422-3345/3346
STATE VACANCY ANNOUNCEMENT
*Registers established from this announcement may remain valid for up to one year
to fill statewide vacancies in the same classification.

OPENING DATE:  
15 May 2013

ANNOUNCEMENT NUMBER:
13-22-N


AREA OF CONSIDERATION:

Restricted to current full-time BHS State employees

POSITION TITLE:
Individual and Community Preparedness Outreach and Education Coordinator

PAY GRADE:
NGA-9



POSITION CONTROL NUMBER:    4081

CLASS CODE:  
20280

SALARY:
   

$22.92 to $29.72 hourly


FLSA CODE: 
Exempt - Administrative

DUTY LOCATION:  
Military Division, Bureau of Homeland Security, Gowen Field, Boise, Idaho

TYPE OF POSITION:  
Civilian Nonclassified; Limited Service Appointment 

COMPATIBLE MILITARY FIELD: Not applicable



CLOSING DATE:  
29 May 2013
1.  HOW TO APPLY:  Application forms and announcements are available at the Human Resources Office (HRO), 4794 General Manning Avenue, Building 442, Gowen Field, Boise, Idaho, 83705-8112 and Internet address http://inghro.idaho.gov/Jobs.htm and   http://inghro.idaho.gov/hr/forms/forms.htm.  Submit application packets to the above listed street address no later than 4:30 p.m. of the announcement closing date.

Applications will not be accepted via e-mail except from deployed Service members, DOD Civilians, and DOD Contractors serving overseas in support of contingency operations.  Applications may be faxed to (208) 422-3348 (Attn:  HRO State Personnel Branch).  Applicants are responsible for contacting the HRO State Personnel Branch to confirm receipt of e-mailed or faxed applications.
Your packet must include an Employment Application (SPB-1) with attached sheet(s) of paper that provide individual responses to each of the Mandatory Requirements and Knowledge, Skills and Abilities (KSAs) listed under Qualification Requirements of this announcement.  Applicants may additionally submit a resume and/or other supplemental documentation to support qualifications.  

If you request Veterans’ Preference you must submit a completed War Era Veterans’ Preference Form (SPB-1a) and provide supporting documentation demonstrating eligibility.   
The Military Division monitors recruitment and selection programs in order to assure equal employment opportunity.  We appreciate your cooperation by voluntarily furnishing us with an Equal Employment Opportunity Worksheet, (SPB-1b).  

2.   QUALIFICATION REQUIREMENTS – Mandatory Requirements and Knowledge, Skills and Abilities (KSA):  You must provide individual responses on paper to each of the following Mandatory Requirements and KSAs.  
a.  Applicants must meet the following Mandatory Requirements (conditions of employment).  You must provide individual affirmative responses (i.e., I have…; I will...) on paper to each mandatory requirement (1-2) below or you application cannot be further considered:
(1) Must have and maintain a valid and unrestricted state issued driver’s license.
(2) Incumbent must pass a State background check, and is required to obtain a “SECRET” security clearance through the Department of Homeland Security.

b. Applicants must have 24-months of specialized experience performing related work.  Provide individual responses on paper to each Knowledge, Skill, and Ability requirement (1-9) below.

In your responses describe your civilian and military education, training, and work experience that is relevant to the position as it relates to the following KSAs.  (The KSA responses are used to assist in the determination of the best-qualified applicants.)  

(1) Knowledge of federal, state and local emergency management programs, relief programs, and 
disaster preparedness programs; federal and state disaster laws, regulations and policies.
(2) Knowledge of Federal, State, and local grant program activities.
(3)  Knowledge of Federal, State and Local Emergency Operations Plans and planning requirements.

(4)  Knowledge of Emergency Operations Center functions and roles.

(5)  Ability to communicate effectively, orally and in written presentations, and to exercise negotiation skills, and develop written and narrative reports; coordinate seminars, conferences and training workshops.

(6)  Skill in the operation of MS-Office and compatible software; automated (computer) equipment, VCR’s, TV equipment, overhead and slide projectors.  Operate a two-way radio and photographic equipment.

(7)  Knowledge of general office practices, using MS Office products.

(8)  Ability to accurately file and retrieve materials and documents; accurately complete forms; verify and copy information correctly; operate within a budget.

(9)  Ability to speak before large groups while conducting training.

3.  SUMMARY OF DUTIES:  Refer to the attached position description.

4.  CONDITIONS OF EMPLOYMENT:


a.  Each person hired will be required to provide verification of eligibility to work in the United States (Public Law 99-6603) and may be subject to a criminal background check.


b.  Refer to the attached position description for the Mandatory Requirements of this position.


c. The State of Idaho, Military Division is an Equal Opportunity employer.  Selection for this position will be made without regard to race, color, religion, sex, national origin, political affiliation, marital status, physical handicap or age which does not interfere with job accomplishment.  Appropriate consideration shall be given to Veterans in accordance with applicable state and federal laws and regulations.

5.  PERSONNEL MANAGER CERTIFICATION:  The title, series, grade, duties and responsibilities are complete and accurate as written and a current or projected vacancy exists as advertised. 

Paula R. Edmiston

Human Resources Manager








Military Division – State Personnel Branch
position Title:  Individual and Community Preparedness 

Outreach and Education COORDINATOR

POSITION CONTROL NUMBER:  4081

class code number:  20280

pay grade:  NGA-9

INTRODUCTION:  This position is assigned to the Public-Private Partnerships Section, Bureau of Homeland Security (BHS), within the State of Idaho – Military Division.  The purpose of this position is to promote Individual and Community Preparedness through coordination with Federal, State, and local agencies, organizations, the private sector, and individuals throughout the State of Idaho.  Serves as assistant to the State’s Volunteer Agency Liaison (VAL) responsible for management and oversight of functions assigned to this position.  Coordinates, prepares, and helps maintain planning standards in the State of Idaho Emergency Operations Plan (IDEOP) that address Mass Care, Emergency Assistance, Housing and Human Services, Volunteer and Donations Management, and Private Sector Partnerships.  Provides support during emergency responses to natural disasters, technological catastrophes, and acts of terrorism by performing critical emergency support functions or positions within the State’s emergency management structure.

DUTIES AND RESPONSIBILITIES:

1.  Assists in the preparation of grant applications for submittal to State or Federal agencies.  Develops project plans with a scope of work and budget to meet stated goals and objectives.  Plans and implements grant program activities including special projects.  Coordinates budget needs, monitors budget and expenditures against program progress.  Initiates and maintains close working relationships across BHS programs, voluntary, faith-based, and community based organizations, including promoting activities such as planning, training and exercising to improve preparedness, response, and recovery capabilities.
2.  Supports participating county Citizen’s Corps Councils (CCP) to help build on community strengths to implement the CCP preparedness programs and carry out a local strategy to involve government community leaders, the private sector, and citizens in all-hazards preparedness and resilience.  Attends regional and national Citizen’s Corps Programs (CCP) conferences and training forums.  
3.  Coordinates with volunteer groups and faith-based and community based organizations in development, promotion, and understanding of  Idaho Voluntary Organizations Active in Disasters (IDVOAD), Community Organizations Active in Disaster (COADs) and other coalitions such as Long Term Recovery Organizations (LTROs), and Interfaith Coalitions convened to meet disaster caused unmet needs of disaster survivors.  Assists in communicating information between government groups and volunteer groups to assess community needs.  Acts as a consultant regarding volunteer and donations management.  Develops tools, presentations, and processes that enhance the consistency and productivity of the voluntary, faith-based, and community based organizations in accomplishing their missions.  Attends and assists with planning and scheduling recurring coordination meetings with IDVOAD for resource allocation and the development of long-term mass care response and recovery operations.

4.  Conducts seminars and workshops, participates in preparedness functions, provides briefings, and distributes promotional materials, brochures, and guides to educate citizens on the importance of individual and family preparedness, including those with access and functional needs, the private sector, household pets, and service animals.  Assists in the coordination of training and exercises to promote preparedness for all hazards.  Coordinates with school districts, local, State, and Federal government, private industry, and BHS Program Managers to facilitate program accomplishment.

5.  Coordinates, prepares and helps maintain planning standards of the sections of the State of Idaho, Emergency Operations Plan (IDEOP) that address Mass Care, Emergency Assistance, Housing and Human Services, Volunteer and Donations Management, and Private Sector Coordination.  Primary responsibility will be direct coordination with Idaho Department of Health and Welfare to assist in the maintenance of the Mass Care, Emergency Assistance and the Volunteer and Donations Management annexes.  Supporting activities include compiling hazard analysis, recommending planning courses of actions, coordination of roles and responsibilities with other Federal and State agencies, incorporation of comments/recommendations, and final plan review.  Assists state agencies with development of appropriate sections of the IDEOP.  

6.  Researches, reviews and maintains accurate ESF 6 (Emergency Support Function 6 - Mass Care), and Private Sector Partnerships planning standards and criteria for State, Tribal, and local governments as well as policies and procedures of other disaster relief organizations.  Stays informed of Federal, State and regional planning activities and directives for new trends, requirements and/or changes to ensure that published planning standards reflect the most current standards.  Ensures emergency planning guidance aligns with applicable Federal standards for content and structure, and that it is mutually supporting of the BHS Strategic Plan.

7.  Conducts research and may provide technical assistance to all levels of government, voluntary organizations, and the private sector on the development and maintenance of emergency plans to manage the consequences of an emergency or disaster.  Organizes and maintains a repository of related planning and informational guidance.  Participates in local, Tribal, State, regional and national workshops as required.  

8.  During an activation of the Idaho Emergency Operations Center (IDEOC), performs critical emergency support roles and/or positions within the State’s emergency management structure.

9.  Performs other related duties as assigned to include special projects, working groups, and assignments within and outside of BHS.

SUPERVISORY CONTROLS:  The incumbent works under general supervision and will independently plan and carry out work.  The supervisor provides general guidance and information about priorities, deadlines, and changes in reporting requirements.

PERSONAL WORK CONTACTS:  The incumbent works closely with BHS Program Managers, individuals within other government agencies, the public, the private sector, and volunteer organizations.

WORK CONDITIONS / PHYSICAL DEMANDS:  Travel is required.  Work is performed both inside (90%) and outside (10%).  Inside work is generally in a well-lit, climate controlled office environment.  Outdoor work, generally while deployed to the field in response to a disaster, may expose incumbent to adverse and hazardous conditions and weather extremes to include hot, cold, and inclement weather.  May be required to interact with citizens who are under extreme emotional distress.  Incumbent may be on call after normal work hours to respond to emergencies and may be required to deploy to the field.  Requires some walking, standing, bending, lifting and carrying items up to 30 lbs.  May be required to operate 4-wheel drive vehicles up to 1-ton capacity.
MANDATORY REQUIREMENTS / REQUIRED EXPERIENCE:  As stated in the State Vacancy Announcement.
FLSA Overtime Indicator – A (Administrative; straight time)  /  EEOC:  E07  /  MAY 2013

