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:  
11 September 2015
ANNOUNCEMENT NUMBERS:
15-26-MN

AREA OF CONSIDERATION:

Open to members of and all persons eligible for enlisted membership in the Idaho National Guard
POSITION TITLE:
Human Resources Assistant (State)
PAY GRADE:
   
NGA-7
POSITION CONTROL NUMBER: 
5215
CLASS CODE:  
   
20221
SALARY:
   
 
$19.02 to $24.73 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:  
Military Nonclassified; Army or Air; Enlisted
COMPATIBLE MILITARY FIELD:
Not applicable
CLOSING DATE:  
15 October 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 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):
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 your application cannot be further considered.
(1) Must be an enlisted member of the Idaho National Guard.  Provide your military grade, job title, and unit of assignment.  If you are not an enlisted member of the Idaho National Guard, please address your willingness and eligibility to become an enlisted member if selected for this position.

(2) Must have and maintain a current and unrestricted State issued driver’s license.
(3) Must have or be eligible to obtain a favorable NACLC Federal Background Investigation required of all IDNG members.  If selected candidate does not have a current favorable NACLC, they must submit to the investigation process immediately upon hire as a condition of employment.
b. Applicants must have 6-months of education, training, and/or experience performing related duties.  Provide individual responses on paper to each Knowledge, Skill, and Ability (KSA) requirement (1-8) below.  Note:  Part-time military duty/training is credited month for month; for example, one drill weekend is credited as 1-month of experience.  
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)  General knowledge of military, government sector, or private sector human resources (personnel) administration and practices.  Describe your related work experience, education, and/or training, including specific functions in which you have experience. 
(2)  Demonstrated skill in incorporating principles of good administration and organization; establishing short and long-term work priorities; multi-tasking; and adapting to changing priorities and methods of completing work as prescribed by the supervisor.  Describe and give examples of related work experience, education, and/or training that demonstrate these skills. 

(3)  Ability to use a variety of automated systems and software applications to compose correspondence, populate forms, create and maintain databases, query data, and prepare spreadsheets and reports.  Describe related work experience, education, and/or training demonstrating proficient use of varied automation systems and applications to accomplish work; organize, store, and retrieve historical documents; and create work efficiencies.  
(4)  Demonstrated ability in incorporating internal quality controls/processes into workflow.  Describe and give examples of related work experience that demonstrates improved accuracy and thoroughness through implementing self-monitoring quality assurance procedures. 

(5)  Demonstrated ability to problem-solve and think critically; skill in identifying cause-effect chains (second and third order effects) in workflow and decisions.  Describe related work experience, education, and/or training that demonstrate proficiency in these skills. 

(6)  Demonstrated ability to maintain a professional demeanor and confidentiality while navigating complex social interactions with both coworkers and customers.  Describe and give examples of related work experience, education and/or training that demonstrate this ability.
(7)  Please select one 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.

· Energetic, Engaging, Confident, Flexible, Skillful, Quick Learner, Action-Oriented

· Organized, Procedural, Methodical, Consistent, Punctual, Detail-Oriented

· Communicative, Cooperative, Enthusiastic, Compassionate, Teamwork, People-Oriented

· Analytical, Competent, Independent, Problem Solver, Seeks Ways to Improve Processes/ Procedures/Systems

(8)  From the word groups above, 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. Military Non-classified employees are required to comply with military standards and wear the appropriate uniform.  


d. Incumbent must be an enlisted member assigned to the Idaho National Guard.  Loss of military membership or military compatibility 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:  HUMAN RESOURCES ASSISTANT (STATE)

POSITION CONTROL NUMBER:  5215

CLASS CODE NUMBER:  20221

SALARY GRADE:  NGA-7

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 approximately 317 full time employees, as well as numerous temporary and seasonal employees, located throughout the State of Idaho.  The purpose of this position is to provide administrative support and assistance on a wide range of Human Resource matters.  Assists with work in multiple specialty areas to include Employee Relations, Benefits/Entitlements Administration, Recruitment and Placement (personnel staffing), and Performance Management.  Work is accomplished through the use of numerous automated systems and software applications.  

DUTIES AND RESPONSIBILITIES:

1.  Performs a variety of administrative support activities that are integral to the agency's Human Resource function.  Maintains employee records and systems, responds to requests for information, provides orientation for new employees, reviews and processes personnel and position actions, and prepares and assists with personnel, payroll and benefits administration.  Ensures completed work is compliant with applicable federal, state and agency rules, regulations, policies, and procedures.

2.  Provides customer assistance in the area of human resource policies and regulations.  Provides procedural and technical guidance to managers, supervisors, employees, and job applicants.  Advises on noncontroversial issues such as regulatory and procedural authorities; refers difficult or unprecedented matters to the Human Resources Specialist or Manager.  

3.  Assists in the administration of recruitment and placement (personnel staffing) functions to include preparation and distribution of job vacancy announcements; coordination and facilitation of applicant rating panels; preparation of registers of candidates and candidate referral packets; and preparation of selecting official instruction memos.  Accepts and reviews job applications to ensure they are both accurate and complete.  Coordinates with and advises selecting officials as necessary to ensure compliance with applicable federal, state and agency rules, regulations, policies, and procedures.

4.  Assists in the administration of the Performance Management System to include job performance standards, performance appraisals, and necessary administrative actions resulting from supervisory changes.  Continually monitors the Performance Management System to ensure that employee records are current and that document requests are made.  Assists in the administration of the State Employee Incentive Awards Program.  Assists in the administration of the State Employee Service Awards Program for longevity in State employment.  Coordinates and participates in award presentation ceremonies. 

5.  Assists with the review, preparation and  processing of employee benefits and entitlements forms, documentation, and data entry (e.g., Worker’s Compensation Claims and requests for Credited State Service through the State Controller’s Office).

6.  Responds to incoming inquiries by phone or in person and assists or directs customer to correct contact for resolution. 

7.  Performs other related duties as necessary or assigned.

SUPERVISORY CONTROLS:  Work is performed under immediate supervision of the State Human Resources Manager, with additional direction and oversight provided by the State Human Resources Specialist.   The supervisor 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.  Completed work is reviewed for accuracy and conformance to policies, regulations, and attainment of objectives.
 

PERSONAL WORK CONTACTS:  The incumbent has daily contact with managers, supervisors, and employees of the Idaho Military Division and with the job-seeking public.  Incumbent has some contact with other State agencies (State Controller’s Office, Office of Group Insurance, PERSI, State Insurance Fund - Worker’s Compensation) to coordinate employee benefits and to seek information or guidance.

WORK CONDITIONS / PHYSICAL EFFORT:  The majority of work is sedentary and performed in a well-lit and climate controlled office environment.  May require occasional lifting and carrying 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:  E07 (office and clerical)

WCC:  8810

SEPTEMBER 2015 (Updated)

