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 vacancies in the same classification.
OPENING DATE:  
9 September 2014
ANNOUNCEMENT NUMBERS:
14-39-N
AREA OF CONSIDERATION:

Open to all applicants
POSITION TITLE:
Human Resources Specialist (State)
PAY GRADE:
   
NGA-9
POSITION CONTROL NUMBER: 
4035
CLASS CODE:  
   
20240
SALARY:
   
 
$23.04 to $29.95 hourly (salary schedule comparable to Federal General Schedule)

FLSA CODE: 

Covered
DUTY LOCATION:  
Military Division, Idaho National Guard Human Resources Office, State Personnel Branch, Gowen Field, Boise, ID

TYPE OF POSITION:  
Civilian Nonclassified
COMPATIBLE MILITARY FIELD:
Not applicable


CLOSING DATE:  
23 September 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 (1-2) below or your application cannot be further considered.

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


(2)  Must have or be eligible to obtain a favorable NACLC Federal Background 
Investigation.  If a selected candidate does not have a current favorable NACLC, the selectee must submit to the investigation process immediately upon hire as a condition of employment.
b. Applicants must have 36-months of related education, work experience and/or training.  Provide individual responses on paper to each Knowledge, Skill, and Ability requirement (1-11) 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 human resources administration, practices, trends, and strategic relationships.  Describe related work experience including specific HR functions in which you have worked (e.g., employee benefits, staffing, classification, employee relations).

(2)  Knowledge of Employment Law, Federal Code, State Legislation, Human Resource Policies and Regulations and labor issues that impact human resources 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)  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 in-depth interviews to gather information or assist customers.  Describe related work experience.
(4)  Ability to network, collaborate, and negotiate with interested and partnering parties within and outside of the organization to ensure timely and accurate customer service and program execution.  Describe related work experience.
(5)  Ability to effectively, discretely, and professionally solve complex, contentious, and emotionally charged problems.  Describe related work experience.
(7)  Skill in incorporating principles of good administration and organization; ability to establish priorities, adjust, and respond to changing issues, requirements, and situations; skill in analyzing incoming tasks to identify, plan and execute multiple sequential processes that may not be immediately identifiable (2nd/3rd order effects, and/or verification of incoming data against existing information/records).  Describe related work experience.
(8)  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.  

(9)  Knowledge of military protocol, values, and culture; knowledge of military force structure and organization; knowledge of the National Guard Bureau and its role in managing human resources at the State level.  Describe related work experience.  

(10)  From the word groups below (a. through d.), please select the word group that is most reflective of your personality type and work style.  Explain how the characteristics indicated by your selected group will benefit the employer if you are selected for this position.

a. Energetic, Engaging, Confident, Flexible, Skillful, Quick Learner, 

Action-Oriented

b. Organized, Procedural, Methodical, Consistent, Punctual, Detail-Oriented

c. Communicative, Cooperative, Enthusiastic, Compassionate, Teamwork, 

People-Oriented

d. Analytical, Competent, Independent, Problem Solver, Seeks Ways to Improve Processes/ Procedures/Systems
(11)  From the word groups above (a. through d.), please select the word group that is least reflective of your personality type and work style.  Explain how you compensate for these areas of lesser strength.  

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:  HUMAN RESOURCES SPECIALIST (STATE)PRIVATE 
POSITION CONTROL NUMBER:  4035

CLASS CODE NUMBER:  20240

SALARY GRADE:  NGA-9

INTRODUCTION:  This position is located in the State Personnel Branch of the Idaho National Guard Human Resources Office (HRO), within the State of Idaho – Military Division.  The State Personnel Branch provides customer service and support to a minimum of 314 employees located throughout the State of Idaho.  The purpose of this position is to provide technical and administrative support and assistance to managers, supervisors and employees on a wide range of human resource matters and to assist the job-seeking public.  Performs work in multiple specialty areas to include Employee Relations, Benefits/Entitlements Administration, Recruitment and Placement, and Performance Management.  Work is accomplished through the use of numerous automated systems and software applications.  

DUTIES AND RESPONSIBILITIES:

1.  Serves as the principal assistant to the State Human Resources Manager.  Processes a wide range of human resource transactions requiring a technical understanding and knowledge of numerous personnel guidelines, directives, procedures, policies and precedent situations which involve analyzing the interrelationship and impact on State personnel of various personnel actions in different functional areas.

2.  Provides technical assistance in the area of human resource policies.  Advises and provides procedural and technical guidance to managers, supervisors and applicants on recruitment and placement, qualification requirements, promotion procedures, transfers, eligibility determinations, methods of recruitment, and initial employment.  Reviews and verifies information on requests for vacancies to determine the nature of the staffing action required and to assure correctness.  Prepares and distributes vacancy announcements.  Analyzes and evaluates individuals' applications to determine basic eligibility.  Reviews, evaluates and develops specialized qualification requirements, and knowledge, skills, and abilities statements.

3.  Advises on noncontroversial issues such as regulatory and procedural authorities relating to performance and performance ratings, disciplinary problems, employee dissatisfaction, work habits, unexcused absences, and provides guidance on alternatives and possible solutions.  Explains options to employees when they are dissatisfied with performance ratings.

4.  Administers the Performance Management System to include job performance standards, performance appraisals, and necessary administrative actions resulting from supervisory changes.

5.  Briefs employees on their entitlements and reviews records and actions to ensure they are procedurally correct and complete.  Explains provisions of employee benefits and programs, e.g., retirement, health, dental, life insurance, and employee assistance programs.  Provides direction to employees and supervisors on matters relating to Worker’s Compensation and the Family Medical Leave Act (FMLA).  

6.  Administers the State Incentive Awards Program.  Reviews nominations for employee recognition for adequacy and conformance to established regulations and policies.  Provides guidance on required criteria.  Prepares correspondence relating to the awards program, and ensures all administrative details are complete.  Administers the State Employee Service Awards Program for longevity in State employment.  Coordinates and participates in award presentation ceremonies.   

7.  Advises supervisors and employees on leave policies.  Manages inprocessing and outprocessing of State employees.  Upon selection, ensures required documentation for appointment is prepared and submitted to include initiating requests for requirements, benefits, and entitlements. 

8.  Serves as primary point-of-contact regarding State benefits and ensures the proper processing of personnel actions to include lateral transfers and separations.  Responsible for the maintenance of files necessary to reflect personnel actions taken.  Verifies credited State service through the State Controller’s Office.

9.  Coordinates retirement actions with the Public Employee Retirement System of Idaho (PERSI).  Assists personnel in the preparation of retirement applications and related documents.

10.  Ensures appropriate personnel change actions are taken on proper effective dates.  Coordinates with the Military Division State Accounting Office to ensure proper interface of employee actions.

11.  Develops position vacancy announcements, locates potential applicants, validates funding through coordination with the State Accounting Office and certifies position is valid and vacant.  Evaluates candidate eligibility.  Establishes rating panels and serves as an advisor to the panel.   Compiles and forwards results of rating panel to selecting supervisors.  Ensures candidates are notified of the results of their applications.  Maintains necessary documents associated with recruitment.

12.  Advises employees and supervisors of available training.

13.  Performs other related duties as necessary or assigned.

SUPERVISORY CONTROLS:  Work is performed independently under the general supervision of the State Human Resources Manager who defines objectives, sets priorities and deadlines, and assists with unusual situations not having clear precedents.  Policies, regulations, methods, and procedures are described and are normally applicable.  Work performed and recommendations to supervisor are usually accepted without detailed review.  Completed work is reviewed for conformance to policies, regulations, and attainment of objectives.
 

PERSONAL WORK CONTACTS:  The incumbent has daily contact with managers, supervisors, and employees of the Military Division and with the job-seeking public.  Has frequent contact with various agencies of the federal and State governments and representatives of local civilian organizations.

WORK CONDITIONS / PHYSICAL EFFORT:  The majority of work is sedentary and performed in an office environment.  May require occasional lifting of light items such as office equipment, files, or supplies up to 25 pounds.  
MANDATORY REQUIREMENTS / REQUIRED EXPERIENCE:  As stated in the State Vacancy Announcement.

FLSA Overtime Code:  C (Covered; time-and-one-half)

EEOC Code:  E07 (office and clerical)

SEPTEMBER 2014 (Updated)


