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:
11-21-N

AREA OF CONSIDERATION:

Restricted to current BHS State employees
POSITION TITLE:
BHS Training Specialist
PAY GRADE:

NGA-9
POSITION CONTROL NUMBER:    
6013
CLASS CODE:  

20272
SALARY:
   

$22.42 to $29.14 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. 1-5  and b. 1-7 ).  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 (1-5) below:

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

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

(2) Must have ability to operate vehicles up to 1-ton four-wheel drive pickup truck.

(3) Incumbent must be able to successfully pass a State background check, and may be required to

obtain a security clearance through the Department of Homeland Security.

(4) Incumbent must be willing to travel by all modes of transportation, and stay at destinations for 

extended periods of time.  Coordination and logistics of delivering training may require 10% of the incumbent’s time to be spent in the field.

(5) Incumbent must have, or be eligible and willing to obtain, a U.S. Passport for international travel to foreign destinations (i.e. Canada).

b. Applicant must have 24-months of experience performing related work.  You must provide individual written responses on paper to each Knowledge, Skill, and Ability requirement below (1-7) below: 

(1)  General knowledge of the mission, objectives, terminology, and management practices in the BHS organization to counsel current personnel and external customers on various training opportunities. Working knowledge of emergency/disaster training requirements and policies applicable to federal, state, tribal, and local governmental agencies. 

 

(2) Ability to interact effectively with a variety of federal, state, tribal, and local government agencies, non-governmental organizations, private-sector business, and citizens and the use of interpersonal skills to create collaborative/cooperative environments.

(3)  Skill in oral and written communication to prepare and present reports, interpret policies and guidelines, provide advice and guidance to customers, and represent the organization in interactions with other organizations.

(4)  Demonstrated skill and experience in organizing, planning, and executing projects that include diverse agencies and organizations. 
(5)  Ability to work independently and as part of a team.
 

(6)  Knowledge of procedures for processing training documents, to include the identification of problems and trends, and the ability to resolve discrepancies.

(7)  Must possess skills associated with common office software packages (MS Word, MS Excel, MS PowerPoint, Adobe Acrobat) to develop multi-media presentations used in the facilitation of meetings, training, exercises, and planning projects.  Skill in using audio and video equipment (cameras, video cameras, projectors, microphones, PA systems).

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
JOB TITLE:  BHS TRAINING SPECIALIST 

POSITION CONTROL NUMBER:  6013

CLASS CODE NUMBER:  20272 

PAY GRADE:  NGA-9

INTRODUCTION:  This position is assigned to the Training and Exercise Section, Preparedness and Protection Branch, Bureau of Homeland Security (BHS) within the State of Idaho – Military Division.  The purpose of this position is to develop, coordinate, and execute statewide BHS sponsored training events in support of local jurisdictions and state agencies.  Prepare, update and maintain all related training materials, administrative documentation, records, reports, and personnel resource information. The incumbent reports to the BHS Training and Exercise Section Chief. 

DUTIES AND RESPONSIBILITIES:  

1.  Coordinate and implement training preparedness goals as outlined in the Idaho Disaster Preparedness Act, Governor’s Executive Order #2006-10, Code of Federal Regulations, and as directed under the BHS State Strategy.  Develop, coordinate and ensure execution of BHS sponsored training events.  Assemble, update, maintain and distribute course and presentation materials and training aids.  Arrange and reserve dates, instructors, and location/facilities for training events.  Ensure that course opportunities and resources are fully publicized.  Prepare and provide course completion certificates to all qualified attendees; maintain course completion rosters as directed by the BHS Training and Exercise Section Chief.  Evaluate training effectiveness and recommend or implement measures to improve training program processes, methods or events.

2.  Provide guidance and support to all Idaho BHS sponsored seminars, workshops, briefings, conferences, academies, and training sessions.  Provide advice on training issues related to program requirements to successfully accomplish the BHS mission.  Answer inquiries about available training, and clarify eligibility requirement and application procedures.  Assist others in planning and conducting in-house training and ensure proper training documentation is utilized for training credit.  Assist in the planning of individual employee development plans.

3.  Pursue program related continued education and training opportunities.  Complete required independent studies and courses as directed; attend meetings, courses, seminars and conferences.  Collect and share information on policies, issues, events, and current trends toward on-going program development and improvement.  Coordinate, collect, analyze and evaluate programmatic data to ensure compliance with guidelines, policies, regulations and statutory requirements.  Track training statistics in specified Federal and/or State database systems as required by the Department of Homeland Security and the BHS Training and Exercise Section Chief.  Prepare and provide compiled data, statistics, or reports as directed.  Provide consultation or technical assistance as requested.

4.  Coordinate with designated Budget Assistant and State Contracting personnel to obligate training funds for instructor fees, course material and training aid purchases.  Ensure coordination is timely and in accordance with the Section Chief’s guidance and approval.

5.  Maintain Instructor Personnel Files.  Review new and updated Federal course curriculum content changes for state implementation and to clarify conflicting information with course providers and instructors as necessary.

6.  Design and conduct the annual Training and Exercise Workshop as required by federal grant programs.  Coordinate attendance to include representation from Idaho Emergency Managers Association, State Agency Emergency Coordinators, Emergency Support Function representatives, and BHS Program Managers.  Synthesize data collected at Training and Exercise Workshop to update the established BHS Training and Exercise Plan.

7.  Deploy as directed to a designated Emergency Operations Center at a local, state, or federal level during federally declared disasters.  Upon activation of the Idaho State Emergency Operations Center (IDEOC) perform duties as directed by the IDEOC Section Chief to whom the incumbent is assigned.  

8.  Perform other related duties as necessary or assigned, to include special project working groups.

SUPERVISORY CONTROLS:  The incumbent is supervised by the BHS Training and Exercise Section Chief, who defines objectives, sets priorities and deadlines, advises on potential problems and assists with unusual situations which do have clear precedents.  Incumbent exercises judgment in planning and carrying out assignments and selects the appropriate techniques to complete assignments adequately.  Completed work is reviewed for technical soundness, appropriateness, and conformity to program policies and assignment objectives.

PERSONAL WORK CONTACTS:  Daily contacts include the BHS Management Team and designated Exercise Program Coordinators at the local and regional level, to include contracted exercise providers.  May have occasional contact with Idaho National Guard Staff, Commanders, and national, state, city and local officials as duties require.   

PHYSICAL EFFORT:  Oversight activities may require incumbent to travel and work long hours.  Incumbent may spend up to 10% of their time in the field with outdoor exposure to all types of weather; driving and walking over rough, uneven surfaces; standing, stooping, reaching; and occasional lifting of moderately heavy items such as equipment or supplies up to 50 pounds.  While in the field, incumbent may be exposed hazardous conditions with moderate safety risks and discomfort, and may be required to wear or use protective clothing or gear.  

WORK CONDITIONS:  Incumbent is on call after normal duty hours to respond to emergencies, and is required to deploy to the field upon request of the BHS Director or The Adjutant General.  Travel is required for both job performance and job proficiency training.  Incumbent may be required to work in adverse and hazardous conditions in extreme weather.  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)

