STATE OF IDAHO
MILITARY DIVISION

Human Resource Office (HRO)

State Personnel Branch

4794 General Manning Avenue, Building 442

Boise, Idaho 83705-8112
Telephone:  (208) 422-3347/46/45
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:  
29 April 2015
ANNOUNCEMENT NUMBERS:
15-13-N
AREA OF CONSIDERATION:

Open to all applicants
POSITION TITLE:
Budget Officer, Idaho Youth ChalleNGe Academy
PAY GRADE:
   
NGA-10




NGA-9 (Trainee Grade)

POSITION CONTROL NUMBER:
1062
CLASS CODE:  
   
22725
SALARY:
   
 
$25.37 to $32.98 hourly





          $23.04 to $29.95 hourly (Trainee Grade)

FLSA CODE: 

Administrative
DUTY LOCATION:  

Military Division, Idaho Youth ChalleNGe Academy, Pierce, ID
TYPE OF POSITION:  
Civilian Nonclassified; Limited Service Appointment
COMPATIBLE MILITARY FIELD:
Not applicable

CLOSING DATE:  
13 May 2015 

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 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 that cannot be waived).  You must provide individual affirmative responses (i.e., I have…; I will...) on paper to each mandatory requirement (1-4) and provide a resume with your application per mandatory requirement (5) below or your application cannot be further considered.

1.  Must possess and maintain a valid and unrestricted state-issued driver’s license (from any State).  Provide your driver’s license number, issuing State, license expiration date, and the full name specified on the license.  (Do not provide a copy of your driver’s license.)

2.  Must submit to and pass an OPM Federal Childcare National Agency Check with Inquiries (CNACI) investigation, including a complete ten (10) 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.  Incumbent must have, and provide documentation demonstrating, education and/or experience in one or a combination of the following:  

· preparation and management of annual or bi-annual budgets; or 

· accounting systems that required preparation and analysis of financial reports; or 

· auditing programs that required a knowledge and application of Generally Accepted Accounting Principles.

*** Preferred candidates will have related work experience in a government or military environment.
5.  Applicant must provide a resume that includes complete mailing addresses and telephone numbers for Employment History and Higher Education (cover the past 10 years for employment, and all post-secondary education) and References (at least three people who know you fairly well).  Attach your resume to your application for employment.  This resume is needed for the required background screening should the applicant be chosen to fill the vacancy.
b. Applicants must have 3-years of specialized experience performing related work to qualify at the NGA-10 level; or 2-years of specialized experience performing related work to qualify at the NGA-9 level.  You must provide individual responses on paper to each Knowledge, Skill, and Ability requirement (1-7) 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 by a Rating Panel to assist in the determination of the best-qualified applicants.)  
(1)  Knowledge in the development and monitoring of numerous budgets, to include federal and/or state.

(2)  Experience in the review, analysis and adjustments to any assigned budget activity.

(3)  Knowledge in providing budgetary analysis of periodic fiscal reports. 

(4)  Experience in providing budgetary analysis to state and federal agencies with respect to fiscal matters and effectiveness of the financial administrative management program.

(5)  A working knowledge in determining the language of appropriation acts and guidance from funding sources, the appropriated authorized project accounts, administrative restrictions, proper funds to be charged and the sufficiency of funds prior to budgeting expenditures within the separate fund accounts.

(6)  Experience in the audit programs initiated by both state and federal agencies.

(7)  Knowledge of computerized accounting systems and ability to use Microsoft Suite of office products: Word, Excel and PowerPoint.

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 will be subject to a criminal background check.


b.  Refer to the 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.  HUMAN RESOURCE 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:  BUDGET OFFICER, IDAHO YOUTH CHALLENGE ACADEMY

POSITION CONTROL NUMBER:  1062

CLASS CODE NUMBER:  22725

SALARY GRADE:  NGA-10

INTRODUCTION:  This position is assigned to the Idaho Youth ChalleNGe Academy (IDYCA), within the State of Idaho – Military Division.  The Academy campus is located in Pierce, Idaho.  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 activities such as academic instruction, service to community, drill and ceremony, housekeeping, personal hygiene and physical fitness. 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.  

You can learn more about the Youth ChalleNGe Program at the national website www.jointservicessupport.org/ngycp.  To learn more about the Idaho Youth ChalleNGe Academy visit www.idyouthchallenge.com.

Duties and responsibilities:
The primary purpose of this position is to serve as the principal budget analyst and consultant for the management and administration of budget programs within the Idaho Youth ChalleNGe Academy (IDYCA).  The incumbent performs routine, continuing financial management functions involving the formulation, execution, and/or analysis of budgets for the program’s support activities and organizational components.  Under the supervisor’s direction, the incumbent works with the agency Systems/Budget Analyst to prepare accurate and timely budget and accounting reports for use by the Director and program staff in making operational program decisions and developing future priorities and plans.  The incumbent is responsible for state and federal budget preparation.  Coordinates with the Academy managers and staff, the IDYCA Cooperative Agreement Program Manager, and the Military Division Controller and Systems/Budget Analyst to develop plans, objectives, and programs and update as necessary to reflect changing priorities and fiscal limitations.  Advises regarding programs official travel policies and protocols to ensure that all travel for staff and students is conducted in a manner compliant with state and federal guidelines.  Reviews and reconciles purchase order requests to ensure they are proper, accurate, and compliant with federal, state, and/or agency guidelines and approves them for payment.  Works with the Military Division’s State Accounting Office and Purchasing and Contracting Office as required to prepare cost/budget estimates and to resolve questions and issues with invoice discrepancies.

Directly supervises and oversees the work of the Logistics Specialist who is responsible for purchasing, supply, and shelf and inventory management of the goods and services necessary to establish and operate the Idaho Youth Challenge Program (IDYCA).  The duties of the Logistics Specialist include but are not limited to:  Purchasing/Research/Reconciliation—Researches, reviews and processes purchases based upon applicable regulations, policies and procedures; Deliveries/Supply and Inventory— Provides purchasing/supply support for Cadets, Cadre, facility and the Instructors; Record Tracking and Maintenance—Ensures that supply inventories are accurate, up-to-date and in compliance with Program, Division, State, United States Property and Fiscal Office (USPFO), and NGB (National Guard Bureau) requirements; Key and Lock Control—Plans and coordinates installation and repair of key and cipher locks; maintains control over master and sub-master keys; and submits work orders to repair damage or inoperable equipment; Facilities Maintenance—ensures that damaged or defective property is repaired in coordination with the Budget Officer; Fleet Management—Coordinates the repair, maintenance servicing, and cleanliness of the program’s vehicles to ensure they are safe and ready for use.

Performs supervisory administrative duties.  Establishes performance standards, provides ongoing performance counseling, provides annual performance appraisals, and recommends corrective and/or disciplinary actions; reviews goals and objectives; discusses program compliance, and makes program adjustments.  Monitor employees in the accomplishment of work assignments.  Coordinates personnel actions; employee training and development; approves employee time and attendance.  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 Academy Director and Staff 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 Director or Deputy Director.  The supervisor assigns broadly defined goals, missions, and functions.  The incumbent is responsible for execution of directions by independently defining/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.  Policies, regulations, methods, and procedures regarding fiscal/budget matters are described and are normally applicable.  Completed work is reviewed for accuracy and conformance to policies, regulations, and attainment of objectives.
 

PERSONAL WORK CONTACTS:  In addition to the immediate Supervisor, Staff, and participating Cadets, the incumbent's 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; Tribal Leaders; 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.  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 8 core required components; Federal program data reporting requirements/systems;  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 Academy 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 of teenage Cadets assigned to the Academy.

PHYSICAL DEMANDS / WORK ENVIRONMENT:  The majority of work is performed in a climate controlled office environment.  Office work includes extensive computer work, reading, writing, and interpretation of policies, regulations, and other applicable guidelines.  Sitting, walking, and standing are required.  Work requires periodic lifting up to 50 pounds.  May perform work outdoors in excessive heat and freezing temperatures, depending upon the season.

WORK CONDITIONS:  Working conditions may include extended work hours, and periodic evenings and weekends if mission essential.  Incumbent is routinely in immediate 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.  Periodic travel, both in-state and out-of-state, via all modes of transportation, is required.  Overnight travel for moderate periods of time is required.  Incumbent may transport staff and participating Cadets in authorized 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.  Use of tobacco 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 vacancy announcement.

FLSA Overtime Code:  A (Administrative; Straight-time)




EEOC:  B02

WWC:  9015

APRIL 2015 (Updated)


