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:  
16 November 2015
ANNOUNCEMENT NUMBERS:
15-31-N
AREA OF CONSIDERATION:
Restricted to current State employees of the Idaho Military Division 
POSITION TITLE:
Area Field Officer – Emergency Management (S.E. Idaho)
PAY GRADE:
   
NGA-12




NGA-11 (Trainee Grade)
POSITION CONTROL NUMBER:
6030
CLASS CODE:  
   
20289
SALARY:
   
 
$33.75 to $43.87 hourly


   
 
$28.15 to $36.60 hourly (Trainee Grade)
FLSA CODE: 

Administrative
DUTY LOCATION:  

Military Division, Bureau of Homeland Security (BHS), Pocatello, ID
TYPE OF POSITION:  
Civilian Nonclassified; Limited Service Appointment
COMPATIBLE MILITARY FIELD:
Not applicable

CLOSING DATE:  
30 November 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 (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 (b. 1-7 or c. 1-8 as determined by your qualifications) or your application cannot be further considered.  Attach your responses to your application.
b. Mandatory Requirements to qualify at the NGA-12 grade level:

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

(2)  Must have the ability to operate four wheel drive vehicles, and pick-up trucks up to 1-ton capacity in extreme weather and rough terrain, and the ability to tow trailers.  

(3)  Incumbent must be capable of passing a state background check, and must be eligible to obtain a “SECRET” level security clearance through the Department of Homeland Security within 6-months of employment.


(4)  Must be willing to reside within the assigned region or within close proximity of the assigned office (Pocatello).

(5)  Must be proficient in the use of Microsoft Office products including Word, Excel, PowerPoint, and Outlook; must be proficient in the use of communication devices such as a smart phone, tablet, and laptop computer.  

(6)  Must have 3-years of experience providing management and oversight to a program that included independently and collectively planning, designing and executing programs, projects, 

and studies; and serving as a liaison responsible for coordinating, training, and presenting information and assistance.  Describe related experience.

(7)  Must have successfully completed the following training (or an approved equivalent):  

· IS-700, IS-800, IS-100, IS-200, ICS 300 and ICS 400 

· IS-208a State Disaster Management

· Professional Development Series: IS-139, IS-230a, IS-235a, IS-240a, IS-241a, 

IS-242a and IS-244a

c. Mandatory Requirements to qualify at the NGA-11 Trainee grade level:
(1)  Must have and maintain a valid and unrestricted state issued driver’s license.
(2)  Must have the ability to operate four wheel drive vehicles, and pick-up trucks up to 1-ton capacity in extreme weather and rough terrain, and the ability to tow trailers.  

(3)  Incumbent must be capable of passing a state background check, and must be eligible to obtain a “SECRET” level security clearance through the Department of Homeland Security within 1-year of employment.

(4)  Must be willing to reside within the assigned region or within close proximity of the assigned office (Pocatello).

(5)  Must be proficient in the use of Microsoft Office products including Word, Excel, PowerPoint, and Outlook; must be proficient in the use of communication devices such as a smart phone, tablet, and laptop computer.  


(6)  Must have 2-years of experience providing management and oversight to a program that included independently and collectively planning, designing and executing programs, projects, and studies; and serving as a liaison responsible for coordinating, training, and presenting information and assistance.  Describe related experience.
(7)  Must have successfully completed the following training (or an approved equivalent):  

· IS-700, IS-800, IS-100, IS-200

· Professional Development Series: IS-139, IS-230a, IS-235a, IS-240a, IS-241a, 

IS-242a and IS-244a
(8)  Must agree to attend and successfully complete the following training within 1-year of beginning employment in this position: 

· ICS 300 and ICS 400 

· IS-208a State Disaster Management

d. Applicants must have 36-months of specialized experience performing related work.  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 of the concepts, laws, policies, and practices, and analytical and evaluative methods and techniques applicable to emergency planning, preparedness, response, recovery, and readiness assurance and continuity of operations sufficient to: 

· plan, schedule and conduct projects to evaluate and recommend ways to improve the effectiveness and efficiency of emergency management program activities. 

· identify, evaluate, and recommend to local government appropriate solutions to complex emergency management problems and issues.

(2)  Ability to independently interpret and apply a wide range of laws, regulations, policies, and precedents applicable to emergency management to: 

· provide technical assistance and guidance to managers relative to radiological, industrial, natural, or man caused, local, regional or national emergencies 

· develop new or modified methods, approaches, or procedures for delivering an emergency management program.

(3)  Demonstrated ability to communicate effectively both orally and in writing sufficient to:

· develop and deliver briefings, project papers, status/staff reports, and correspondence to present, explain, and defend controversial emergency management policies 

· persuade program managers and other decision making officials with widely differing goals and interests to follow a recommended course of action consistent with established policies, objectives, and regulations. 

(4)  Demonstrated knowledge and experience in intergovernmental relations in order to coordinate, negotiate, and communicate independently, autonomously and effectively at the federal, state, and local level to include:  

· establish and maintain effective relationships and interact appropriately in highly charged situations for the purposes of influencing elected or other officials and managers to accept and implement findings and recommendations for justifying and resolving matters involving significant or controversial issues.  

· negotiation, compromise and collaborative problem solving to maximize achievement of desired outcomes in support of BHS state mission accomplishment.  

· use of interpersonal skills to create collaborative/cooperative environments, and when needed, appropriate delegation of responsibility and authority.

(5)  Ability to plan and direct response to large scale emergencies and to establish inter-governmental, interagency, and interdisciplinary unified commands including skills to:

· evaluate natural and man-caused disasters

· develop strategies and tactics to respond to and recover from them  

· design and manage large-scale intergovernmental, interagency and interdisciplinary training exercises. 

(6)  Knowledge and experience organizing and planning conferences and other meetings, to include the ability to coordinate and negotiate with other groups/agencies on behalf of BHS for the benefit of the event and the region.

(7)  Demonstrated ability and experience in the management of multidisciplinary staff and partnering agencies in the development, implementation, and tracking of clear, concise annual goals and objectives necessary to execute assigned missions.  Ability to modify assignments of staff/partners to meet short-term, unplanned, rapidly changing situations while maintaining a clear perspective of long-term goals and objectives.

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:  AREA FIELD OFFICER – EMERGENCY MANAGEMENT

POSITION CONTROL NUMBER:  6021, 6027, 6028, 6029, 6030 and 6032

CLASS CODE NUMBER:  20289 

SALARY GRADE:  NGA-12 (NGA-11 Trainee Grade)

INTRODUCTION:  This position is assigned to the Bureau of Homeland Security (BHS), functioning within the State of Idaho – Military Division.  The purpose of this position is to provide management and oversight of the BHS regions, and to ensure that the State of Idaho has full disaster and emergency operational capability.  This position reports directly to the Bureau Chief from geographically separated independent regional offices.  

Duties and responsibilities:

1.  May represent the Bureau Chief in his/her assigned region representing BHS at the request of the Bureau Chief.  Establish and maintain effective relationships with elected officials and agency directors from city, county, state agencies, tribal nations, and 20+ federal agencies and installations as well as private sector entities.  Serves/functions as the critical communications element between BHS, the State of Idaho and local governments. 

2.  Directly responsible for emergency/disaster response and recovery operations in assigned regions of the state.  May serve as the state’s representative to local, state, and federal unified command structures.  Coordinates the use of state and federal assistance with local governments.  Reviews the results of Preliminary Damage Assessments and ensures the accuracy of requests for assistance.  Serves as a self-contained remote site emergency communications node.
3.  May fulfill duties as Lead Area Field Officer as the liaison between the BHS Bureau Chief and staff and the Area Field Officers.  Attends BHS management team meetings, presents resulting information, and coordinates resulting assignments with other Area Field Officers.  Provides management and training for regional and other assigned staff which may include government employees, professional exercise coordinators, BHS support staff, temporary and contracted employees, and recruited volunteers.  Defines assignments, objectives, priorities and deadlines; assists staff with unusual situations that do not have clear precedents.  Reviews completed work for technical soundness, appropriateness, and conformity to policies and requirements.  Provides administrative direction to define missions and functions.  Area Field Officers have responsibility for independently/collectively planning, designing and executing programs, projects, studies and other work. 

4.  Assist with program management and oversight of state and federal sub-grants awarded to local governments and tribal nations.  Compile data and statistics to meet requirements of various grants and assistance programs.  Assist local jurisdictions with sub-grantee project applications and reports.  Reviews completed work for technical soundness, appropriateness, and conformity to policies and requirements for overall achievement of desired outcome program objectives.  Assists with county requests for grant program reimbursement. 

5. Operate as a self-contained and independent state government regional representative to provide oversight, guidance and direct technical support to local governments relative to emergency management program development, and operational response or mitigation planning activities in keeping with state and federal Homeland Security strategies.  Serves as the regional expert and primary resource on interpreting regulations, policies, and legislation pertaining to grants to public entities and disaster victims.  Serves as agency representative for mediation and resolution of local government interface problems to include independent interaction with elected officials.  Provides local government perspective and recommendations for program execution and corrective actions to the Bureau Chief and Boise BHS staff.  Initiate execution problem solving actions for all agency programs administered to local government and responder agencies.  

6.  Interprets and clarifies federal and state guidelines, strategies and program emphasis as it relates to local governments and tribal nation’s emergency management activities.  Interprets and applies a wide range of laws, regulations, policies, and precedents applicable to emergency management sufficient to provide technical assistance and guidance to managers relative to emergencies or disasters and to develop new or modified methods, approaches, or procedures for delivering an emergency management program.  Monitors and evaluates local governments’ projects in keeping with program rules, state and federal goals and strategies.  Accepts and approves local sub-grantee reports and submissions.  Serve as a member of regional and local emergency planning committees (LEPC’s), providing guidance and representing the BHS.

 7.  Represents the Bureau in conferences and meetings with various levels of government, private industry, and other groups in efforts to obtain all viewpoints regarding proposed program changes and to assure concerted action by all parties involved.    
8.  The incumbent of this position serves as an independent emergency management expert, performing analytical, planning, advisory, operational, and evaluative work involved in the management, direction, and support of the Bureau, including emergency planning, preparedness, response, recovery, and readiness assurance activities and the development of contingency plans and programs for continuity of operations (COOP) at all levels of government.  Serves as a special project task force member within BHS and also with external agencies as assigned by the agency director.

9.  May supervise a BHS Regional Programs Coordinator within the assigned region.  Provides leadership and supervision.  Monitors work assignments and ensures accountability of resources and time.  Ensures Performance Standards accurately reflect assigned duties and performance expectations and are on file with the Human Resources Office.  Provides written and verbal performance feedback and coaching/mentoring.  Completes written performance appraisals on an annual basis and provides recommendations for performance incentive awards, when appropriate.
10.  Independently performs other related duties as necessary or assigned.  The Area Field Officer is autonomous and self-contained for primary administrative support.

SUPERVISORY CONTROLS:  The Bureau Chief sets overall objectives and resources and provides administrative direction.  The incumbent exercises a wide-latitude of independence and must display initiative, tact and good judgment.  The employee has responsibility for planning, designing, and carrying out programs, projects, or other work, coordinating with others as necessary and resolving most of the conflicts that arise.  The employee keeps the Bureau Chief informed of progress and potentially controversial matters.

PERSONAL WORK CONTACTS:  Contacts include the Bureau Chief, elected officials from city, county, state and federal agencies, private industry, private non-profit entities, their employees and appointed staff, and the public who have an interest in the programs and services of the Bureau and federal agencies it represents.  Personal contacts with individuals or groups from outside BHS are in unstructured settings.  Contact groups include city and county elected officials, representatives of professional organizations, the news media, or public action groups.  The purpose and extent of each contact is different; and the role and authority of each party is identified and developed during the course of the contact. 

WORK ENVIRONMENT / PHYSICAL EFFORT:  Work requires extensive travel and outdoor exposure in all types of weather. Work can include extended hours under intense physical and mental stress.  Field activities require incumbent to travel and work long hours; driving and walking over rough, uneven surfaces; standing, stooping, reaching; and occasional lifting of moderately heavy items such as equipment or supplies up to 50 pounds.  Periodic deployment to disaster impacted areas, with inherent natural and man-made hazards, is required.

WORKING CONDITIONS:  The Area Field Officer must be able to adapt to an ever changing work environment and fluid working schedules inherent in emergency or disaster operations.  Must accommodate 24/7 on-call availability for emergency notifications and response efforts.  Will work irregular hours as dictated by mission requirements.  Works at locations other than assigned duty station or area of assignment.  May be required to relocate to emergency sites with little or no advance notice.  Must work safely in and around hazardous conditions such as aircraft, heavy equipment, inclement weather, and chemical, biological, radiological, nuclear, and explosive weapons (CBRNE) hazards.  Incumbent may be required to interact with citizens under extreme emotional distress.
MANDATORY REQUIREMENTS / REQUIRED EXPERIENCE:  As stated in the vacancy announcement.

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

EEOC:  B02

WCC:  9410

NOVEMBER 2015 (Updated)


