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:
11-22-N

AREA OF CONSIDERATION:

Open to all applicants.  This position does not require membership in the Idaho National Guard.

POSITION TITLE:
Program Assistant
PAY GRADE:

NGA-6
POSITION CONTROL NUMBER:    
4075
CLASS CODE:  

20235
SALARY:
   

$16.49 to $21.44 hourly

FLSA CODE: 

Covered (Time and one-half)
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. 1-2  and b. 1-6 ).  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 (1-2) 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) 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.

b. Applicant must have 12-months of experience performing related work.  You must provide individual written responses on paper to each Knowledge, Skill, and Ability requirement below (1-6) below: 
NOTE:  You must provide adequate examples for each of these elements so that a panel of subject matter experts may evaluate and determine your possession of each knowledge, skill, or ability.  Without adequate examples, the panel will not be able to properly assess your qualifications for this position.

(1)  Knowledge of Bureau of Homeland Security organization, structure, programs, and operations.

 
(2)  Knowledge of, and ability to use, HP TRIM electronic document and records management system (EDRMS) to capture, manage, and secure information in order to meet governance and regulatory compliance obligations.  Ability to instruct others in the use of HP TRIM EDRMS.

(3)  Ability to proficiently use the Microsoft Office Suite (Word, Excel, Access, PowerPoint, and Outlook) to prepare documents, spreadsheets, databases, slide presentations, use and manage e-mail, and maintain calendars/schedules.

(4)  Ability to search, select, interpret, and apply laws, regulations, policies and guidelines 

pertaining to BHS programs and administrative support responsibilities.  Ability to gather, analyze, organize, and present facts.

(5)  Skill to serve as the central reception point for incoming visitors, telephone calls, 

faxes, radio transmissions, e-mail and incoming mail of an organization with multiple branches, sections, programs, and functions.  Ability to receive any form of incoming communication and act, assist, or redirect appropriately.  Accurately post information/events to an organizational website.

(6)  Ability to plan, organize, prioritize work, and meet deadlines, often under time-sensitive 
situations with competing demands. 

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: PROGRAM ASSISTANTPRIVATE 

POSITION CONTROL NUMBER:  3033, 4075 & 5163
CLASS CODE NUMBER:  20235

SALARY GRADE:  NGA-6
INTRODUCTION:  These positions are assigned to a major functional organization within the State of Idaho - Military Division to provide assistant level support for management.  The work involves records, reports, directives, forms, work assignments, equipment and resource utilization.

DUTIES AND RESPONSIBILITIES:

1.  Provides direct support by organizing, collecting, analyzing and presenting information related to the current and future project/program workload for the organization and tenants.  Coordinates efforts to obtain data to track progress in meeting objectives and use of resources.  For each project, establishes and maintains data base records of forecasted project milestones.  Prepares reports for higher-level employees describing problems that are recurring and recommends corrective action to be taken.  Posts and updates major program milestones.  Assists in the preparation of periodic overview of the programs.  Attends meetings, which affect current and future base programs.  Assists in the preparation of the agenda items, presentations and reports.

2.  Coordinates replies to requests for information from high-ranking military and civilian personnel such as the State Adjutant General, National Guard Bureau, Federal, State or local government representatives.  Information is provided from personal knowledge of organizational operations or source documents.

3.  Prepares responses to requests for information concerning the organization and/or tenant functions from source material.  Anticipates need for information and prepares material so it is immediately available for supervisor needs.  In the absence of the supervisor, assumes responsibility for ensuring requests for action or information are made known to responsible officials who can satisfy the request.  Follows up on required actions ensuring requests are properly and timely satisfied.

4.  Reads incoming correspondence, publications, regulations, and directives, which may affect the organization or tenants.  Determines the effects the above will have on subordinate echelons of the organization/tenants and ensures that chiefs of these organizations are informed.  Maintains suspense records on incoming correspondence and action documents and follows up on work in process to ensure timely reply or action.

5.  Provides assistance in the procedural aspects of the office, including distributing work to clerical personnel, explaining report requirements and arranging for submission of data into general reports.

6.  Independently performs various general clerical duties in support of the organizations office operations.  Receives and answers routine telephone inquiries or refers to appropriate staff.  Uses judgment to answer recurring questions and resolve clerical and administrative problems.  Receives and refers visitors.  Distributes mail and messages, recording the receipt, suspense, and completion dates as appropriate.  Establishes controls and suspense dates and follows up on suspense dates to ensure required actions and responses are made within deadlines.  Performs a wide variety of record keeping, updating manuals on policy and directives, reporting and informational duties in support of the organizations/tenants programs, functions, and projects.  Composes and/or edits correspondence. 

7.  Performs other related duties as assigned.

SUPERVISORY CONTROLS:  The incumbents work under the supervision of a Manager or Directorate.  The incumbents will plan the methods and priorities for accomplishing daily assignments independently, and resolves problems and questions that may arise.  Priorities and deadlines for the day-to-day workflow of the office are set by the incumbent.

PERSONAL WORK CONTACTS:  The incumbents have daily contact with high level Commanders, Managers, Supervisors and other members of the various tenants and units stationed or working on the base.  Comes into frequent contact with various agencies of the federal, state, county and city government, contractors and representatives of local civilian concerns, military personnel and organizations as a representative of the Installation Commander. 

MANDATORY REQUIREMENTS / REQUIRED EXPERIENCE:  As stated in the State Vacancy Announcement.

FLSA Overtime Indicator – Covered (Time and one-half)

AUGUST 2011 (Updated)

