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
*Registers established from this announcement may remain valid for up to one year
to fill statewide vacancies in the same classification.

OPENING DATE:  
17 June 2013

ANNOUNCEMENT NUMBER:
13-24-N


AREA OF CONSIDERATION:

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

POSITION TITLE:
Human Resources Assistant, Idaho Youth ChalleNGe Academy

PAY GRADE:
NGA-7



POSITION CONTROL NUMBER:    1605

CLASS CODE:  
22728

SALARY:
   

$18.69 to $24.30 hourly


FLSA CODE: 
Covered

DUTY LOCATION:  
Military Division, Joint Force Headquarters, Idaho Youth ChalleNGe Academy, Pierce, Idaho

TYPE OF POSITION:  
Civilian Nonclassified; Limited Service Appointment 

COMPATIBLE MILITARY FIELD: Not applicable



CLOSING DATE:  
28 June 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 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 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 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 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 driver’s license.  Provide your driver’s license number, issuing State, license expiration date, and name as specified on the license.

(2)  Must submit to and pass an OPM Federal Childcare National Agency Check with Inquiries (CNACI) investigation, including a complete ten finger fingerprint card or scan, upon offer of employment, and agree to submit to periodic rechecks in accordance with applicable laws, regulations, and policies.

(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 possess and provide documentation demonstrating the following education/experience:

· A Bachelor's degree with emphasis in Human Resources, Business, Social or Organizational Behavioral Sciences, or a related field, and
· 2-years of experience working in Human Resources.  Preferred candidates will have experience in State and Federal Human Resources.

***Additional technical/professional level human resources experience may be substituted for education on a year for year basis.

b. Applicants must have 2-years of specialized experience performing related work.  Provide individual responses on paper to each Knowledge, Skill, and Ability requirement (1-8) 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 government sector HR administration, practices, trends, and strategic relationships.  Describe related work experience including the specific HR functions in which you have worked (e.g., employee benefits, recruitment/placement, classification, employee relations, etc.).
(2)  Knowledge of employment law and experience with HR policies and regulations and labor issues that impact HR administration.  Describe related work experience that demonstrates ability to research and interpret regulatory guidelines, policies, procedures, and precedent situations to provide technical and administrative assistance.
(3)  Demonstrated skill in communicating with a variety of customers at all levels with varying degrees of understanding with tact and diplomacy; written and oral communication skills that demonstrate focus, logic, critical thinking, and clarity; experience conducting interviews to gather information or assist customers.  Describe related work experience.
(4)  Demonstrated ability to grasp complex issues, research, synthesize, and develop detailed plans, procedures, and proposed policy.  Describe related work experience.
(5)  Demonstrated ability to effectively, discretely, and professionally solve complex, contentious, and emotionally charged problems.  Describe related work experience.
(6)  Demonstrated skill in incorporating principles of good administration and organization; demonstrated ability to manage multiple projects simultaneously in a fast-paced, highly accountable business environment; and to establish priorities, adjust and respond to changing issues, requirements, and situations.  Describe related work experience.
(7)  Ability to use a variety of automated systems and software applications to process personnel actions, compose correspondence, create and maintain databases, query data, and prepare spreadsheets and reports.  Describe related experience that demonstrates proficiency in the use of varied automation systems and applications to accomplish work, organize, store, and retrieve historical documents, and create work efficiencies.
(8)  Knowledge of military protocol, values, and culture.  Describe related experience.

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:  HUMAN RESOURCES ASSISTANT, 

IDAHO YOUTH CHALLENGE ACADEMY

POSITION CONTROL NUMBER: 1605

CLASS CODE NUMBER:  22728

PAY GRADE:  NGA-7

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.

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 provide generalist level customer assistance and administrative support on a wide range of Human Resource (HR) matters in multiple HR specialty areas to include Recruitment and Placement (emphasis in hiring and sustaining a full Cadre Staff), Employee Relations, Benefits and Entitlements, and Performance Management.  Advises and supports 40-50 State of Idaho Nonclassified employees of the IDYCA.  Work is primarily accomplished through the use of automated systems and software applications.  This position works independently in applying HR knowledge, and implementing/executing policies and procedures in support of and in coordination with the Military Division’s State Human Resources Office (HRO) located at Gowen Field, Boise, ID.  

Plans, coordinates, and administers recruitment, selection, and hiring activities for the IDYCA.  Coordinates recruitment and hiring processes and procedures with the State HRO staff, to include establishing an IDYCA manual for staff recruitment, pre-employment screening, selection, and training requirements.  Keeps State HRO staff informed of recruitment needs, activities, and concerns.  Analyzes staff turnover trends, diversity goals, recruiting sources, and process timeframes in order to plan for future or immediate hiring needs.  Composes and submits proposed job vacancy announcements to State HRO staff for approval.  Posts and disseminates approved job vacancy announcements utilizing e-mail and web based software programs.  Reviews applications for mandatory requirements and minimum qualifications and screens/ranks applicants based on standardized screening tools and processes compliant with Idaho Statutes and State HRO regulations, policies, and practices.  Schedules applicants for and coordinates the Physical Assessment Tests (PATs) and interviews.  Processes candidate nominations and selection packets for IDYCA appointments.  Upon receiving State HROs notification of final approval, prepares and issues conditional job offers for selected candidates.  Coordinates the hire date and in-processing procedures and requirements for new employees.  Tracks, organizes, maintains, and archives documents supporting completed recruitment and hiring activities.  As required, provides documentation to State HRO.  Represents the IDYCA at job fairs and outreach events. 

Consults with and advises IDYCA managers, supervisors, and employees on HR matters.  Provides interpretation of, and guidance in compliance with, Department of Defense, National Guard Bureau and Military Division regulations and policies, HRO State Employee Personnel Regulations and policies, Idaho Statutes, federal law, the Youth ChalleNGe Federal/State Cooperative Agreement, and IDYCA policies and procedures relevant to all human resource matters.  Provides direction for recruitment and selection activities.  Consults and provides resources and direction regarding a variety of employee benefits/entitlements (health, dental, life insurance, retirement, worker’s compensation, long- and short-term disability, FMLA, Vacation Transfer (Donation) Program, Problem Solving Procedures, and Employee Assistance Program), employee relations, conduct and ethics, and workforce EEO and diversity issues.  Advises staff regarding work schedule, attendance and leave, and time-keeping policies and procedures.  Consults with or refers non-routine or complex issues to the State HR Manager or appropriate State HRO staff. 

Serves as the IDYCA Human Resources Administrator.  Processes a wide range of human resource transactions requiring a technical understanding and knowledge of numerous personnel guidelines, directives, procedures, policies and precedent situations.  Reviews all IDYCA personnel and position action requests to ensure completeness and accuracy.  As necessary, coordinates personnel and position actions with State HRO and outside agencies/organizations to ensure the timely and accurate promotion, transfer, temporary departure (Inactive Status), or return of staff members to duty.  Establishes efficient and methodical tracking and information retrieval systems for pending actions within various HR programs/functions.  Upon request, runs reports/queries and verifies the accuracy of the personnel/position data.

Coordinates Performance Management functions for IDYCA in accordance with State HRO regulations, policies, and procedures.  Tracks the timely and accurate accomplishment and submission of employee job performance standards, performance appraisals, and necessary administrative actions resulting from job or supervisory changes to the State HRO.  Advises on noncontroversial issues such as regulatory and procedural authorities relating to performance expectations and ratings, performance coaching/counseling, disciplinary problems, employee dissatisfaction, work habits, unexcused or excessive absences/tardiness, and provides guidance on alternatives and possible solutions.  Coordinates performance improvement plans (PIP), formal counseling, and disciplinary/adverse actions with the supervisor and State HRO.  Tracks and compiles data to provide status reports to State HRO and IDYCA managers as directed.  

Coordinates and assists in the preparation and processing of employee benefits and entitlements forms, documents, data entry, and submission to the proper authority.  Assist employees with automated self-help actions.  Serves as the IDYCA point of contact for employee time-keeping (I-Time) and payroll matters.  Coordinates all personnel matters that effect employee pay (Inactive for Military Duty, Return to Duty, FMLA, Leave Without Pay).  Assists IDYCA staff with Payroll/I-Time questions, and researches and addresses unfavorable trends such as excessive overtime/compensatory time.

Coordinates IDYCA State Employee Worker’s Compensation matters; May coordinates IDYCA Student Cadet Federal Worker’s Compensation matters; Identifies, monitors, and addresses safety and risk management trends and issues associated with Academy operations.  

Ensures that reports of State employee accident/injury are completed and submitted to the State HRO Worker’s Compensation Program Administrator in compliance with State HRO policies and procedures and applicable laws.  Collects all information required to submit and respond to claims and forwards to the State HRO.  Coordinates the employee’s return to duty and allowable activities under the direction of the State HRO.  May be assigned responsibility to coordinate Student Cadet accident/injury reports with the Idaho National Guard (ING) HRO, Federal Worker’s Compensation Program, Injury Compensation Program Administrator (ICPA) in compliance with ING Federal HRO policies and procedures and applicable laws.  

Serves as the IDYCA Worker’s Compensation Program Coordinator and Safety and Risk Management Advisor on the IDYCA’s safety committee.  Provides a monthly summary of the employee/student accident/injury types, causes, and mitigation response summaries to the safety committee along with additional accident/injury prevention suggestions.  Collects reports from the safety council on inspections and other safety related activities and forwards as required.  Provides reports or information related to the IDYCA Worker’s Compensation and Safety Programs, as requested and required. 
Completes projects and performs other duties as necessary or assigned.  Promotes a respectful workplace that complies with policies of the Adjutant General.  Observes and ensures compliance with all EEO, security, and workplace safety practices, policies, and regulations at all times.  Maintains a safe and drug/alcohol free workplace.

Supports the Director 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.”  

SUPERVISORY CONTROLS:  Work is performed under the supervision of the Deputy Director with guidance and direction from the Military Division State Human Resources Manager.  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 the Director and Deputy Director, Academy 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; non-governmental organizations; private industry; and U.S. citizens and foreign nationals who have an interest in the programs and services of this organization.  

GUIDELINES:  Guiding directives include Idaho Youth ChalleNGe Academy policy and procedure staff manuals, Cadet Handbook, Federal/State Master Cooperative Agreement and policies, Federal laws, Idaho Statutes, Idaho Military Division State Personnel Regulations, policies, and procedures; and local codes, and ordinances.  Guidelines will be used to ensure compliance with personnel rules, regulations, and program policies; federal mandates, standards, service levels, reporting 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:  The majority of work is performed in a professionally-configured workspace and desk area within IDYCA’s main facility located in Pierce, ID.  This is a well-lit and climate controlled office environment.  Other such facilities will occasionally be provided in Boise, ID to attend meetings and other operationally necessary activities at the Military Division’s State Human Resources Office.  Office work includes extensive computer work, reading, writing, and interpretation of laws, codes, policies, regulations, and other applicable guidelines.  Sitting, walking, and standing are required.  Work requires periodic lifting up to 50 pounds.  May perform minimal amounts of work outdoors in excessive heat and freezing temperatures, depending upon the season.

WORK CONDITIONS:  The normal work schedule is 8-hours daily, Monday through Friday.  Working conditions may require extended work hours, and periodic evenings and weekends if mission essential.  Minimal travel, both in-state and out-of-state, via all modes of transportation, may be required.  Overnight travel for minimal periods of time is required.  Incumbent is routinely 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 be able to proficiently use a computer and office technology software including e-mail, word processing, spreadsheets, databases, and specialized data management programs.  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 Academy policy.  Smoking and tobacco use is not permitted anywhere within the confines of the IDYCA 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)
EEOC:  B02

JUNE 2013 (New position)


