STATE OF IDAHO
MILITARY DIVISION

Human Resource Office (HRO)

State Personnel Branch

4794 General Manning Avenue, Building 442

Boise, Idaho 83705-8112
Telephone:  (208) 422-3345/3346/3347
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:  
8 December 2013
ANNOUNCEMENT NUMBERS:
13-53-MN
AREA OF CONSIDERATION:

Open to current members of the Idaho National Guard
POSITION TITLE:
Visual Information Specialist
PAY GRADE:
   
NGA-11 
POSITION CONTROL NUMBER: 
5602
CLASS CODE:  
   
20286
SALARY:
   
 
$27.66 to $35.96 hourly
FLSA CODE: 

Administrative
DUTY LOCATION:  
Military Division, Idaho Army National Guard, G6, 




Gowen Field, Boise, ID

TYPE OF POSITION:  
Military Nonclassified; Army or Air, Enlisted, Warrant Officer, or Commissioned Officer
COMPATIBLE MILITARY FIELD:
Not applicable

CLOSING DATE:  
8 Janurary 2014
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 may be faxed to (208) 422-3348 (Attn:  HRO State Personnel Branch).  
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.  Applicants are responsible for contacting the HRO State Personnel Branch to confirm receipt of e-mailed applications.

Your application packet must include an Employment Application (SPB-1) and attached sheet(s) of paper that provide your individual responses to each of the Mandatory Requirements and Knowledge, Skills and Abilities (KSAs) listed under Qualification Requirements on 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 (i.e., I am…; I have…; I will...) on paper to each mandatory requirement (1-3) below or you application cannot be further considered.

(1)  Must be a member of the Idaho National Guard.  Provide your military grade, title, and unit of assignment.

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

(3)  Must be eligible to obtain and maintain the required level of security clearance allowing access to necessary DOD installations, facilities, networks and websites.

b. Applicants must have 24-months of specialized experience performing related work.  You must provide individual responses on paper to each Knowledge, Skill, and Ability requirement (1-9) below or your application cannot be further considered.
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) Thorough knowledge of visual arts, video graphic, and photographic methods and techniques as well as thorough knowledge of the subject matter supported or depicted to plan visual products and services that interpret subject matter content.  

(2)  Knowledge of the organizations’ mission and functions to develop original designs, concepts, or visual styles for publications, exhibits, or presentation material that present to the public the ideas of image desired, evoke certain viewer responses, or reduce the cost of production, installation, or maintenance of the visual product.  

(3)  Skill in creating visually stimulating designs from verbal or written descriptions of the item, event or issue to be depicted.

(4)  Knowledge of and skill in applying current Internet technologies, standard Internet protocols, Internet server operations and operating systems that enable all potential users to access information contained on the Web pages.  

(5)  Knowledge of Internet security principles and protocols, usability concepts, i.e. navigational aids, site architecture, knowledge management, and information delivery systems.  

(6)  Knowledge of current Web-based application and accessibility technologies, U.S. copyright laws, accessibility factors including those specified in Section 508 of the Rehabilitation Act of 1973 (as amended in 1998) to advise on the appropriate use of copyrighted material and for compliance with the Americans with Disabilities Act.  

(7)  Knowledge of standard database management principles and methods, and programming and scripting languages.

(8)  Ability to determine the most appropriate methods for delivering information via the Internet, design and develop Internet applications that meet the state’s electronic requirements for services to internal and external audiences.

(9)  Skill in organizing work, setting priorities, determining resource requirements, monitoring progress and evaluating outcomes of all assigned programs.

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. Military Nonclassified employees are required to comply with military standards and wear the appropriate uniform.  


d. Incumbent must be a member of the Idaho National Guard.  Loss of military membership or compatible military grade/status will result in loss of employment.   


e. 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: VISUAL INFORMATION SPECIALIST PRIVATE 

POSITION CONTROL NUMBER:  5620

CLASS CODE NUMBER:  20286

SALARY GRADE:  NGA-11

INTRODUCTION:  This position is located in the State of Idaho, Military Division, Idaho Army National Guard (ARNG), Director of Information Management (G6).  The purpose of the position is to plan, program, coordinate, and direct visual information through consultation, analysis, design, development, procurement, production, and/or reproduction of Visual Information (VI) products and services.  May direct work to be accomplished by a Photographer and an Illustrator.  Visual information consists of visual materials such as pamphlets, graphs and charts, diagrams, models, slides, live or video recorded speeches or lectures or web page designs.    

DUTIES AND RESPONSIBILITIES:

1.  Plans and administers the state’s VI program.  Oversees the development of immediate and long-term plans.  Develops policies, directives, and standard operating procedures (SOP).  Manages the state’s VI architecture, ensuring all changes are properly documented.  Maintains close liaison with Department of Army, Department of Air Force, National Guard Bureau (NGB), federal and state agencies, business leaders, joint staff and operational personnel to ensure efficient VI operations.  Forecasts and executes the state’s VI budget, to include procurement of equipment and supplies. 

2.  Coordinates all activities related to the full range of VI products and services for the state such as still photography (photo-chemical and digital video), manual and computer-generated graphics, presentation services (conference rooms and classrooms), VI equipment and product loan, video (acquisition, production, post-production and duplication), audio (production and duplication), video teleconferencing, closed circuit television, Web Ex web collaboration tools, and master antenna and cable television.  Coordinates with various outside agencies/contractors on projects that may involve research, procurement and installation of contract services.

3.  Directs design of unique projects from inception to completion through application of innovative solutions in the use of multimedia technologies.  Accepts or rejects customer produced or procured materials.  Analyzes statistical information, personnel data, or general descriptions of information to be visually depicted.  Selects appropriate visual media for the project that will best represent the information to be presented.  Manages production of electronic and printed material in the form of slides, displays, newsletters, pamphlets, web pages, posters, and leaflets for various activities.  Directs page layouts allowing for line art, photographs, graphs and other graphics.  

4.  Provides higher-level management with VI products, services, consultation, facilities (studio or presentation room) and equipment to support functional areas, to include command and control, training, logistics, medical, personnel, special operations, engineering, and public affairs.

5.  Manages the state’s Visual Information Support Center.  Responsible for training and coordinating equipment usage.  Manages stock videos, audio computer graphics, slides, photographs, line drawings and hardcopy clip art libraries (to include manuals, CD ROMs, videotapes, videodisks, etc.).  Maintains the state’s defense visual information activity number (DVIAN) account.  Coordinates VI usage logs and submits required reports.

6.  Manages the installation, set up, and technical support of the state’s Distributed Training Technology (DTT) / Distance Learning Network (DLN).  Serves as a member of the state DTT/DLN Advisory Board.

7.  Plans, designs, develops, tests, implements, and manages the Internet, Intranet, and Extranet activities, including systems/applications development and technical management of web sites.  Interfaces with all state staff offices and units to collect files, data, publications, and current information, in an electronic format, to consolidate, organize and create interactive web pages with necessary hypertext links to produce accessible “online” information.  Manages Internet server operations through continuous maintenance and updates of information as dictated by the staff offices and units.  Works with the functional proponents of databases to convert those databases to interactive HTML web page files.  Assists staff offices and units with technical advice and information for efficient data transmission into web pages.   Ensures all material presented is in compliance with copyright requirements and that Web design is in compliance with Americans with Disabilities Act for accessibility.  Works with the Data Base Manager to develop interactive databases for applications on the web.

8.  Performs other related duties as assigned.

SUPERVISORY CONTROLS:  The supervisor outlines overall objectives and any resource limitations.  The incumbent and supervisor, together, discuss timeframes, scope of the assignment including possible stages, and possible approaches on the design and appearance of the product.  Resolves most differences of opinion or interpretation with clients, and independently plans and carries out the visual arts projects, and coordinates the work with project team members, clients, or with safety experts for display items.  Completed work is reviewed only in terms of its effectiveness in meeting the overall objectives of the project and the degree of client satisfaction.

GUIDELINES:  The subject matter is well defined and the aspects of what is to be depicted are already decided but the formats or methods are not specified in detail.  Guidelines consist primarily of examples of previous projects for the organization that are similar, but not identical; visual products found in books or magazines that are similar, but not identical; or sketches, construction drawings, photographs, videotapes or other materials provided by clients. Judgment is used to transform these ideas and visual materials into finished visual products that achieve the desired purpose and effect. The incumbent recognizes where precedent projects, design specifications, or materials offered by clients must be adapted, how they should be adapted, and recommends these changes.

PERSONAL WORK CONTACTS:  Due to the diversity of the target audience, the incumbent is required to coordinate with other staff sections, commanders, state and federal officials, business, education and community leaders, and other individuals or groups outside the organization.  The purpose of these contacts is to plan, coordinate, or advise on work efforts or resolve technical problems by influencing individuals or groups who are working toward mutual goals and re generally cooperative.  

WORKING CONDITIONS / PHYSICAL DEMANDS:  The work area is adequately lighted, heated, and ventilated.  No special safety precautions are required.  The work is primarily sedentary; however some walking and standing may be required in conjunction with travel and attendance at meetings and conferences away from the work site.  The incumbent may be required to carry light items such as papers, books, or small parts, or drive a motor vehicle.  The work does not require any special physical effort.

MANDATORY REQUIREMENTS / REQUIRED EXPERIENCE:  As stated in the announcement.

FLSA Overtime Code:  A (Administrative; straight-time)
EEOC Code = A01 (Administrative)

JUNE 2001; DECEMBER 2013 (Updated)

