STATE OF IDAHO
MILITARY DIVISION

Human Resource Office (HRO)

State Personnel Branch

4794 General Manning Avenue, Building 442

Boise, Idaho 83705-8112

Telephone:  (208) 422-3347/46/45
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:  
7 January 2015
ANNOUNCEMENT NUMBERS:
15-01-MN
AREA OF CONSIDERATION:

Open to current enlisted members in the Idaho National Guard 
POSITION TITLE:
Tool and Parts Attendant
PAY GRADE:
   
NGA-6
POSITION CONTROL NUMBER: 
5180
CLASS CODE:  
   
20199
SALARY:
   
 
$16.95 to $22.03 hourly (salary schedule comparable to Federal General Schedule)

FLSA CODE: 

Covered
DUTY LOCATION:  
Military Division, Idaho Army National Guard, Range Facility Maintenance, Orchard Combat Training Center (OCTC), Gowen Field, Boise, ID

TYPE OF POSITION:  
Military Nonclassified; Air or Army; Enlisted 
COMPATIBLE MILITARY FIELD:
Not applicable


CLOSING DATE:  
10 February 2015
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 at 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 may be faxed to (208) 422-3348 (Attn:  HRO State Personnel Branch).  
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.  Applicants are responsible for contacting the HRO State Personnel Branch to confirm receipt of e-mailed applications.

Your application packet must include an Employment Application (SPB-1) and attached sheet(s) of paper that provide your individual responses to each of the Mandatory Requirements and Knowledge, Skills and Abilities (KSAs) listed under Qualification Requirements on 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 am…; I have…; I will...) on paper to each mandatory requirement (1-4) below or your application cannot be further considered.
(1) Must be an enlisted member of the Idaho National Guard.  Provide your military grade, title and unit of assignment.

(2) Must have and maintain a valid and unrestricted State issued driver’s license, and meet qualifications for a military driver’s license.  

(3) Must be eligible to obtain and maintain a SECRET security clearance.

(4) Must have the ability and/or be licensed to operate specified vehicles and equipment required for the job as stated in the announcement (example:  cargo or transport vehicles, cranes, forklifts, ATV’s etc.).

b. Applicants must have 6-months of specialized experience performing related work.  Provide individual responses on paper to each Knowledge, Skill, and Ability requirement (1-7) 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 basic computer operation using a CMMS (Computer Maintenance Management System), and skill in using common computer software applications (e-mail, word processing, and spreadsheets).

(2) Basic knowledge of trades and related tools or materials to include plumbing, electrical, HVAC, structural parts and janitorial supplies.

(3) Skill in determining condition of tools and equipment for the plumbing, electrical, HVAC, and structural fields.

(4) Ability to safely use material handling equipment, and hand and power tools of all kinds.

(5) Skill and ability to set-up, maintain, and reconcile an inventory system for stock items.  Ability to recommend the addition and deletion of supplies to best support fiscal responsibility. 

(6) Ability to communicate effectively with people, and to properly operate communication devices to include cell phones, hand radios, multi-line telephones, and fax machines.

(7) Knowledge of range operations, target lifters and target repair parts.

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 for this position.


c. Military Non-classified employees are required to comply with military standards and wear the appropriate uniform.  


d.  Incumbent must be an enlisted member assigned to the Idaho National Guard.  Loss of military membership or compatible military grade/status will result in loss of employment.   


e. 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
JOB TITLE:  TOOL AND PARTS ATTENDANTPRIVATE 

POSITION CONTROL NUMBER:  5022, 5180 and 8005 

CLASS CODE NUMBER:  20199

SALARY GRADE:  NGA-6

INTRODUCTION:  These positions are assigned to the Idaho Air National Guard (IDANG) Base Civil Engineering Shop, the Idaho Army National Guard (IDARNG) Construction and Facilities Management Office (CFMO), and the Installation Support Unit (ISU), Orchard Combat Training Center (OCTC) – Range Facility Maintenance (RFM) Division within the State of Idaho - Military Division.  The purpose of these positions is to operate and oversee a stockroom and/or storage yard for equipment and material control and for issue of tools, parts, and equipment used in a maintenance and trades operations; determine, identify, and select for issue items described by users in terms of their intended usage; recommend possible substitutes and interchangeable items; determine work sequence, method, procedure, and technique for setting up and shifting storage locations; determine when tools and equipment should be routed to appropriate shops for test, repair, or calibration.  

DUTIES AND RESPONSIBILITIES:

1.  Identify user’s tools, parts, equipment and material requirements and requisition stock as needed.  Maintain tools, parts, equipment and materials for craftsmen, maintenance technicians, maintenance mechanics, supported agency staff, and customers of self-help projects.  Requisition repair or replacement of stock items as needed.  Recommend possible substitutes or interchangeable items. Set up and maintain storage locations (stockroom, storage yard).  Determine methods of storage, identification, and stock location, considering such factors as temperature, humidity, height and weight limits, turnover, floor loading capacities, space available, and convenience in handling items.  Compile records concerned with quantity, cost, and type of material received, stored and issued.

2.  Track tools and equipment with a system to continually track the location of items.  Follow up on return of tools and equipment that are beyond the scheduled use date.  Ensure that tools and equipment are maintained and 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.  May make minor repairs to tools and equipment, determine when damaged and inoperative items are too costly to repair, and report damaged or worn-out equipment to superiors.  Clean tools, parts, and equipment and keep work areas clean and orderly.  

3.  Receive all ordered material using the Computerized Maintenance Management System (CMMS) or approved tracking system.  Forward completed requisitions, purchase orders, shipping orders and other paperwork to Production Control for scheduling or to designated personnel for processing or filing.  Keep a backorder file on all open purchase orders not complete.  Maintain parts in stock for work orders until the job is scheduled and received by the user.

4.  Maintain a supply of stock items that are frequently used or not readily available.  Keep inventory up to date in the CMMS or approved tracking system for these items.  Search for identifying or management data on items including stock number, prices, descriptions, source of supply or other data.  Trace status of shipments ordered.  Prepare periodic inventory and determine the basis for over, short or misplaced items.  Report adjustments to inventory counts and stock records, spoilage or damage to stock, locations changes, and refusal of shipments.

5.  Receive, store, and dispose of items requiring special handling upon disposal such as batteries and fluorescent tubes as determined by the Environmental Management Office per regulatory guidance.  

6.  Maintain and update Material Safety Data Sheet (MSDS) books with new products MSDS.  Provide craftsmen/technicians/mechanics MSDS information with materials issued.

7.  Maintain communication devices issued to include hand-held radios and cell phones used by craftsmen/technicians/mechanics on a daily basis.  Keep batteries in optimal condition and requisition repair or replacement as needed.  Use proper radio and telephone etiquette when communicating with craftsmen/technicians/mechanics, vendors, and other agency staff or customers.

8.  Assist the Production Controller, Supply Manager, or Maintenance Supervisor as needed to perform the less complex and more routine helper type duties.  Perform maintenance tasks with craftsmen/technicians/mechanics by assisting in the accomplishment of duties, to include getting tools and supplies, carrying materials, and lifting and holding materials in place during operations.

9.  Track facility vehicle maintenance needs/issues.  Responsible for coordinating all maintenance services and repairs of assigned organizational/military equipment with the servicing facility.  Responsible for coordinating with GSA vehicle manager for GSA vehicle services and repairs.  Maintain a vehicle Slant Report (or other specified reporting mechanism) to show current vehicle operational status.

10.  OCTC Range Facility Maintenance position will assist down range Maintenance Mechanics with target repairs.

11.  Perform other related duties as assigned or necessary. 

SUPERVISORY CONTROLS:  The incumbent works directly for the Production Controller, Maintenance Supervisor, or Supply Manager.  Supervisor assigns work by defining objectives, priorities, and deadlines.  Work is accomplished with a high degree of independence.  Supervisor is available to assist with unusual situations which do not have clear precedents.  Technical guidelines include applicable regulations, and organizational policies and procedures.

PERSONAL WORK CONTACTS:  The incumbent works closely with military, State, and Federal Technician personnel of the Idaho National Guard, purchasing and accounting, and local vendors.  Incumbent may have personal contact with many individuals at all levels of government and in the private sector.

WORKING CONDITIONS / PHYSICAL DEMANDS:  The incumbent works inside and outside in inclement weather, on icy, wet and slippery surfaces and in temperature extremes.  Frequently stands on concrete floors for extended periods of time and may work in a remote field environment.  Incumbent is subject to the dangers from exposure to high noise levels and high electrical voltage.  Incumbent may be exposed to sulfuric acid when handling batteries.  Hearing protection and other safety devices and equipment are provided.   Incumbent may work irregular hours.  Physical efforts include climbing, stooping, standing, bending, stretching, and working in tiring and uncomfortable positions.  Requires moderate to strenuous physical exertion.  May require independent lifting of heavy equipment and components weighing up to 60 pounds; hand trucks, dollies, and other workers will assist lifting items weighing over 100 pounds.

MANDATORY REQUIREMENTS: As stated in the State Vacancy Announcement.
FLSA Overtime Code:  C (Covered; time and one-half)

WCC:  8742

EEOC:  J09  

JANUARY 2015 (Updated)


