STATE OF IDAHO
MILITARY DIVISION

Human Resource Office (HRO)

State Personnel Branch

4794 Farman Street, Building 442

Boise, Idaho 83705-8112

Telephone:  (208) 272-4236/4237
STATE VACANCY ANNOUNCEMENT

*Registers established from this announcement may remain valid for up to six months

to fill statewide vacancies in the same classification.

OPENING DATE:  
26 August 2011
ANNOUNCEMENT NUMBER:
11-20-N

AREA OF CONSIDERATION:

Restricted to current full-time BHS State employees (Permanent and Limited Service)
POSITION TITLE:
BHS Logistics Manager
PAY GRADE:

NGA-10
POSITION CONTROL NUMBER:    
4078
CLASS CODE:  

20269
SALARY:
   

$24.69 to $32.09 hourly

FLSA CODE: 

Administrative (Straight-time)
DUTY LOCATION:  
Military Division, Bureau of Homeland Security, Gowen




Field, Boise, Idaho
TYPE OF POSITION:  
Civilian Nonclassified; Limited Service – Appointment is limited to availability of funding.
COMPATIBLE MILITARY FIELD:
Not applicable


CLOSING DATE:  
9 September 2011



1.  HOW TO APPLY:  Application forms and announcements are available at the Human Resources Office (HRO), 4794 Farman Street, Building 442, Gowen Field, Boise, Idaho, 83705-8112 and Internet address http://inghro.state.id.us/Jobs.htm   and   http://inghro.state.id.us/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.  Deployed applicants are responsible for contacting the HRO State Personnel Branch to confirm receipt of the          e-mailed application.

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 (KSA)  listed under Qualification Requirements of this announcement.  The State of Idaho provides Veterans Preference in employment.  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).  

Failure to provide a complete packet may prevent you from being considered for this position.

2.   QUALIFICATION REQUIREMENTS – Mandatory Requirements and Knowledge, Skills and Abilities (KSA):  Provide individual responses on paper to each of the following Mandatory Requirements and KSA's  (both a. 1-6  and b. 1-9 ).  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 KSA’s.  (The KSA responses are used to assist in the determination of the best-qualified applicants.)   
a.  Applicants must meet the following Mandatory Requirements.  Provide individual responses on paper to each mandatory requirement (1-6) below:

NOTE:  You must respond affirmatively to each mandatory requirement, or your application will not be further considered.


(1)  Incumbent must have and maintain a valid and unrestricted State issued driver’s license.


(2)  Incumbent must be able to operate manual transmission all-wheel drive vehicles up to a 1-ton truck.   


(3)  Incumbent must be able to safely couple and tow trailers up to 30 feet in length.  Describe your experience.

(4)  Incumbent must pass a State background check and may be required to obtain a “Secret” level clearance through the U.S. Department of Homeland Security.

(5)  Incumbent must agree to attend Federal Grant Management training within 12 months of assuming this position.

(6)  Incumbent must be willing and able to attend/complete the following training:  NIMS Training: IS-700, IS-800, IS-100, IS-200, ICS 300, ICS 400; IS-208a State Disaster Management; Professional Development Series: IS-139, IS-230a, IS-235a, IS-240a, IS-241a, IS-242a, IS-244a.

b. Applicant must have 36-months of experience performing related work.  You must provide individual written responses on paper to each Knowledge, Skill, and Ability requirement below (1-9) below: 

(1)  Describe your education and experience that have provided you with knowledge of emergency management, the Federal grant process, budget development, and property acquisition and accountability procedures.

(2)  Describe your experience in conducting property accountability and/or implementing controls (examples:  receipt inventory/accountability and distribution of equipment/supplies to multiple users).

(3)  Describe your abilities and experience in supervising personnel in the execution of complex programs, and working closely with multiple customers/users/program participants.

(4)  Describe your experience with Environmental and Historic Preservation compliance.

(5)  Describe your fleet management experience.

(6)  Describe your experience and ability to use the Microsoft Suite of Office Programs (Word, Excel, and PowerPoint).

(7)  Describe your experience in creating and maintaining reports, and providing statistical data in support of a program or ongoing management process.  

(8)  Describe your experience in public speaking and presenting instruction to small and large audiences.  Describe your communication skills, both written and verbal.

(9)  Describe your ability to handle stress and deal with unexpected situations.

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. 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:  BHS LOGISTICS MANAGER

POSITION CONTROL NUMBER:  4078

CLASS CODE:  20269

PAY GRADE:  NGA-10

INTRODUCTION:  This position is assigned to the Grant Management Branch, Bureau of Homeland Security (BHS), within the State of Idaho – Military Division.  The purpose of this position is to manage a full range of logistics support duties associated with acquisition, accountability, use and disposal of grant-funded equipment and BHS property throughout the State of Idaho.  Manages vehicles, equipment and coordinates the use of facilities in support of BHS activities.  

Duties and Responsibilities:

1.  Oversees the acquisition, accountability and disposal of Office of Domestic Preparedness grant-funded equipment throughout the State of Idaho.  Acts as the subject matter expert in the development of sub-grant guidance as they pertain to equipment acquisition and Environmental and Historic Preservation requirements.  Ensures compliance with all Federal, State, and Military Division regulatory requirements and guidance.  Collaborates with the BHS Management Team in grant application development including program narratives and budget development.  Manages the BHS Grant Management System (GAN/ERID Program) in coordination the BHS Management Team, Military Division IT support, and sub-grantees.  Validates Grant Program authorized equipment lists with sub-grantees and BHS Program/Investment Managers for compliance with stated program goals and objectives.  Provides programmatic/process instruction to sub-grantees to ensure compliance with Federal grant reporting requirements, as well as BHS equipment acquisition and accountability requirements.  Establishes and maintains equipment accountability for each grant and associated program within that grant.  Reviews grant equipment records for compliance, proper approvals and accuracy.  Conducts periodic monitoring visits with sub-grantees to ensure compliance with Federal and State equipment acquisition, Historic and Environmental Preservation and accounting requirements.  Provides feedback to the Grant Management Branch Chief as necessary to increase the effectiveness and efficiency of the overall BHS grant funded equipment acquisition and accountability process. 

2.  Oversees the acquisition, accountability, use and disposal of BHS property throughout the State of Idaho.  Coordinates with the BHS Management Team for acquisition and accountability of voice communication equipment and usage (hand-held radio and vehicle mounted radio equipment), vehicles and fleet management (mileage, service/warrantee execution), and tracking for ready deployment of command trailers, supplies and accessories.  Responsible to ensure storage warehouse is clean, organized, in good repair and contents are accounted for and inventoried semi-annually.  Coordinates with BHS Finance and Accounting Manager and the BHS Management Team in developing the annual budget to support acquisition of supplies and vehicles.  

3.  Coordinates facilities and logistical requirements in support of BHS activities including emergency activation.  Collaborates with the BHS Management Team, conference points of contact, local jurisdictions and vendors to ensure off-site conference support requirements are met.  Responsible for facility acquisition, furnishings, communication support, transportation coordination, security and refreshments.  

4.  Perform duties as Incident Command Primary Staff Officer, Logistics Section Chief and/or other duties as directed. May perform duties as BHS HazMat Duty Officer several times per year on a 24/7 weekly basis in accordance with established rotation schedule.

5.  In the event of an Emergency Operations Center (EOC) activation, while acting as the Logistics Section Chief, may direct and oversee the work of 2 to 4 personnel in the conduct of BHS logistics duties.

6.  Performs other related duties as necessary or assigned.

SUPERVISORY CONTROLS:  The incumbent works under the general guidance and supervision of the Grant Management Branch Chief or Emergency Operations Center Manager.  Independently plans and carries out work using applicable regulations, policies and procedures.

PERSONAL WORK CONTACTS:  The incumbent comes in daily contact with the BHS Director, BHS Management Team, and other employees of the Military Division.  Works closely with Grant Program sub-grantees and BHS Program/Investment Managers throughout the State of Idaho.  Coordinates with the Military Division’s Accounting/Resources Office, Purchasing and Contracting Office, and Human Resources Office as necessary.  

WORK CONDITIONS / PHYSICAL DEMANDS:  The majority of work is performed in an office environment.  Incumbent may be required to work long hours (in excess of an 8-hour work day).  Work may require travel in and out of State, and outdoor exposure in all types of climatic conditions during emergencies and disasters.  Incumbent may drive and walk on varied surfaces and terrain including rough, uneven, and slippery surfaces.  Work can be physically strenuous and may include standing, walking, stooping, and bending.  Incumbent must routinely lift and carry supplies and equipment up to 20 pounds unassisted, and may occasionally handle heavy items with assistance.  Incumbent may be required to deal with citizens under extreme emotional distress.
MANDATORY REQUIREMENTS / REQUIRED EXPERIENCE:  As stated in the State Vacancy Announcement.

FLSA Overtime Indicator – Administrative (Straight-time)

AUGUST 2011 (Updated)

