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

OPENING DATE:  
11 April 2013

ANNOUNCEMENT NUMBER:
13-16-N


AREA OF CONSIDERATION:

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

POSITION TITLE:
Recruiting and Admissions Specialist, Idaho Youth ChalleNGe Academy (2 positions; Boise and Pocatello)



PAY GRADE:
NGA-8



POSITION CONTROL NUMBER:    1602 and 1603

CLASS CODE:  
20146

SALARY:
   

$20.70 to $26.91 hourly


FLSA CODE: 
Covered

DUTY LOCATION:  
Military Division, Joint Force Headquarters, Idaho Youth ChalleNGe Academy (Academy and Supervisor are in Pierce, Idaho; Recruiting offices are in Boise and Pocatello, Idaho) 

TYPE OF POSITION:  
Civilian Nonclassified; Limited Service Appointment 

COMPATIBLE MILITARY FIELD: Not applicable



CLOSING DATE:  
25 April 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 can 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 (example:  I do have a valid and unrestricted Idaho driver’s license.) on paper to each mandatory requirement (1-4) below or you application cannot be further considered:

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

(2) Must submit to and pass a criminal background check, including a complete ten (10) finger fingerprint card or scan, upon offer of employment.

(3) Must submit to and pass a drug test upon offer of employment, and agree to submit to periodic and random drug testing at the discretion of the Academy Director.
(4) Must have experience as follows (provide specific information related to your experience):


· 2-years of experience as a “youth-worker,” where primary duties involved aiding or enhancing the personal and social development of teenagers, OR  

· 4-years of experience in public relations, advertising, information management, military recruiting, or a related field.   

b. Applicants must have 2-years 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)  Demonstrated ability to independently and professionally compose business letters, marketing materials, and other correspondence.

(2)  Demonstrated ability to use spreadsheet software, such as Microsoft Excel, to develop complex spreadsheets; ability to use presentation software, such as Microsoft PowerPoint, to create, format, edit, and run slide shows; and ability to use database software, such as Microsoft Access, to create template-based databases and design simple tables, queries, data entry forms, and/or reports.

(3)  Effective oral and written communication skills; comfortable in public speaking situations.

(4)  Knowledge of the problems and behavior patterns of at-risk youth.

(5)  Ability to conduct interviews, obtain information, make observations, and draw reasonable conclusions.

(6)  Ability to maintain records and confidentiality, and prepare reports and correspondence related to the work.

(7)  Ability to maintain favorable public relations.

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
JOB TITLE:  RECRUITING AND ADMISSIONS SPECIALIST, 

IDAHO YOUTH CHALLENGE ACADEMY

POSITION CONTROL NUMBER:  20146 

CLASS CODE NUMBER:  1602 and 1603

PAY GRADE:  NGA-8

INTRODUCTION:  This position is assigned to the Idaho National Guard Joint Staff, Idaho Youth ChalleNGe Academy (IDYCA), within the State of Idaho – Military Division.  The mission of IDYCA is to intervene in and reclaim the lives of disengaged youth through education and mentoring, empowering youth to improve their academic level and employment potential and become responsible and productive citizens of Idaho and the United States.  The Academy is an intensive residential academic intervention for “At Risk” 16-18 year old Idaho youth, directed and sponsored by the State of Idaho – Military Division/Idaho National Guard.  It provides a unique educational opportunity within an intensive military structure and overview.  Student Cadets participate in daily academic instruction, work and community service, and physical fitness activities.  Youth applicants are invited to a 2-week acclimation period to determine their desire and commitment to participate.  The acclimation phase is followed by a two phase enterprise consisting of:  1) a 20-week residential phase, and; 2) a 12-month post residential phase consisting of life planning, community re-integration, and mentoring.  The Academy focuses on eight core components that define all dimensions of a person’s success relative to personal achievement and social contributions.  The components are:  Leadership/Followership, Service to Community, Job Skills, Academic Excellence, Responsible Citizenship, Life-Coping Skills, Health and Hygiene, and Physical Fitness.  The Academy is staffed by uniformed Cadre, Professional Instructors, Counselors, Advocates (Case Managers), and other support staff members.  The Academy campus is located in Pierce, Idaho.

PCN 1602 is located in Boise, Idaho and is primarily responsible for the South and West Central portions of Idaho (specific geographic recruiting area to be determined).

PCN 1603 is located in Pocatello, Idaho and is primarily responsible for the East and East Central portions of Idaho (specific geographic recruiting area to be determined).

Duties and responsibilities:

This is a new classification.  This position description (PD) is based on similar positions in the Youth ChalleNGe Programs of other states.  This PD will be updated and expanded as the program evolves beyond the start-up phase and the position expectations are fully realized and developed.

The primary purpose of this position is to implement the marketing/outreach/admissions plan of the Idaho Youth ChalleNGe Academy (IDYCA).  Develops and maintains relationships with educational institutions, and public and private agencies for purposes of identifying and recruiting potential youth and mentor candidates and developing placement partners for Academy alumni.  Maintains an up-to-date database of all relationships and contacts and generates mailing lists and mailing labels for marketing and communication purposes.  Initiates communication via email, telephone, and with press releases to conduct outreach and admissions business.  In partnership with the Programs Coordinator and the other Recruiting/Admissions Specialist, delivers and protects a consistent and accurate marketing message about the IDYCA.  Promotes public awareness of IDYCA by scheduling, coordinating, and conducting informational program presentations to public and private entities in the state, and potentially in adjoining states without Youth ChalleNGe programs.  Presents to large and small groups using modern multimedia techniques and tools.  Maintains and communicates a detailed schedule with direct supervisor and plans outreach coverage in conjunction with school district schedules, IDYCA schedules, and the schedules of other individuals or organizations.  Creates and develops various marketing media such as brochures, flyers, posters, etc.  Identifies eligible and motivated or willing candidates and distributes application packets via paper or electronically.  Assists candidates in completing the application and admissions process.  Processes all youth applications; creates, maintains, and properly stores or transfers admissions packets for all applicants; enters all data in approved data system.  Records and transfers Mentor Applications to the Mentor Coordinator for processing.  Promotes “Open House and Orientation” sessions in Pierce, Boise, Pocatello and other locations regularly.   Assists in the selection of qualified, retainable candidates who have the best chance of success in meeting their individual and program goals for each class.  Receives and responds to telephone calls.  Uses teleconferencing, mail, fax, and scan technology regularly to conduct tasks and report progress to IDYCA.  Provides regular input in development and modification of marketing/ outreach/admissions plan.  

Supports the Programs Department to achieve the IDYCA mission:  “To intervene in and reclaim the lives of disengaged youth through education and mentoring, empowering youth to improve their academic level and employment potential and become responsible and productive citizens of Idaho and the United States.”  

Performs other related duties as necessary or assigned.

SUPERVISORY CONTROLS:  Work is performed under the general supervision of the Programs Coordinator.  The supervisor assigns broadly defined goals, missions, and functions.  The incumbent is responsible for execution of directions by independently defining and formulating overall strategies, initiatives, goals, and milestones.  The incumbent exercises a wide-latitude of independence and must display tact, good judgment, creativity, and analytical ability to independently work through complex problems or dynamic situations and produce products and solutions.

PERSONAL WORK CONTACTS:  Interacts on a regular basis with members of the Director’s and Deputy Director's staff, Academic staff, Programs staff, Cadets, and stakeholders of the IDYCA including special guests, parents, other family members, and community partners.  Less frequent contacts include the Adjutant General and all levels of military and civilian personnel of the Idaho Military Division; city, county, state and federal elected and appointed officials and their staffs; city, county, state and federal employees from various agencies; private volunteer organizations (Red Cross, Salvation Army); non-governmental organizations; private industry; and U.S. citizens and foreign nationals who have an interest in the programs and services of this organization.  The incumbent will have routine contact with the parents of attending Cadets or potential Cadets for the purpose of presentations/ visitations/and problem solving.  Additional contact groups may include representatives of professional organizations, the news media, and public action groups.  The purpose and extent of each contact is different; the role and authority of each party is identified and developed during the course of the contact.

GUIDELINES:  Guiding directives include Idaho Youth ChalleNGe Academy written policy and procedure staff manual, Student Cadet Handbook; Federal/State Master Cooperative Agreement and policies, and the requirements of the eight core components; Federal program data reporting requirements;  Idaho Military Division State Personnel Regulations, policy, and procedure; State laws, local codes, and ordinances.  Guidelines will be used to ensure compliance with personnel rules, regulations, and program policies; federal mandates, standards, service levels and funding requirements; laws, codes and ordinances guiding health, welfare, contract administration; legal contracts; and to ensure appropriate treatment and training of the teenage Cadets assigned to the Academy.

PHYSICAL DEMANDS / WORK ENVIRONMENT:  Some work is performed in a climate controlled office or school environment.  Some work is performed outdoors as well as indoors.  Extensive travel requirements demand that incumbent be able to establish mobile office practices using a mobile phone, laptop or tablet computer, organizing outreach and marketing materials, and by maintaining a highly organized and secure method for receiving, transporting, and accounting for youth and mentor applicant sensitive information.  Incumbent must be able to proficiently use a computer and office technology software including e-mail, word processing, spreadsheets, databases, and specialized data management programs.  Sitting, walking, and standing are required.  Work requires periodic lifting up to 50 pounds.  

WORK CONDITIONS:  Working conditions may include extended work hours, and periodic evenings and weekends if mission essential.  Regular travel, both in-state and out-of-state, via all modes of transportation, is required.  Overnight travel for moderate periods of time (up to four nights at a time) is required.  Travel (whether on day trips or overnight trips) comprises up to 25% of overall work time.  Incumbent is occasionally in the vicinity of temperamental "at risk" youth who may act out aggressively; has contact with teenagers and parents to include periodic interaction with disgruntled and/or emotional individuals and confrontational situations.  Incumbent must commit to exceptional work attendance; dependability and reliability are required of this position.  Incumbent may transport staff and participating Cadets in state vehicles.  Incumbent must submit to and pass pre-employment and periodic drug tests, and must complete and pass pre-employment and periodic background checks.  Incumbent must complete annual first aid and CPR training/re-certification, and is required to attend formal Youth ChalleNGe staff training courses as specified in program policy.  Smoking and tobacco use is not permitted anywhere within the confines of the IDYCP campus or within view of the Cadets. 

MANDATORY REQUIREMENTS / REQUIRED EXPERIENCE:  As stated in the State Vacancy Announcement.
FLSA Overtime Indicator:  C (Covered; Time and one-half)




APR 2013 (New position)


