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:  
23 November 2015
ANNOUNCEMENT NUMBERS:
15-34-N
AREA OF CONSIDERATION:

Open to all applicants
POSITION TITLE:
Production Controller (PSC)
PAY GRADE:
   
NGA-7
POSITION CONTROL NUMBER: 
8519
CLASS CODE:  
   
22721
SALARY:
   
 
$19.02 to $24.73 hourly
FLSA CODE: 

Covered
DUTY LOCATION:  

Military Division, Communications and Information Technology Services, Public Safety Communications (PSC), ISP Complex, Meridian, ID
TYPE OF POSITION:  
Civilian Nonclassified
COMPATIBLE MILITARY FIELD:
Not applicable

CLOSING DATE:  
9 December 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).  You must provide individual affirmative responses (i.e., I have…; I am…I will...) on paper to each mandatory requirement (1-2) below or your application cannot be further considered.
(1)  Must have and maintain a valid and unrestricted State issued driver’s license.
(2)  Must submit to and pass a State background check.

b. Applicants must have 12-months of specialized experience performing related work.  You must provide individual responses on paper to each Knowledge, Skill, and Ability requirement (1-6) 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)  Practical knowledge of production control procedures and operations sufficient to collect, compile, correlate and maintain production and scheduling data. Ability to requisition communications supplies, materials and equipment and coordinated major equipment purchases with Military Division Purchasing, technical staff and other State agencies.    


(2)  Knowledge of methods, procedures, equipment, materials, and personnel skills available to affectively coordinate recurring maintenance and repair projects for communications sites, vehicles, equipment, and systems within a technical communications environment.  


(3)  Knowledge of various automated data systems used to input, retrieve and produce reports for specific work coordination and production management.  Proficient in the use of general office support software to include Microsoft Office products.  

(4)  Ability to communicate effectively both verbally and in writing.  The capability to coordinate timely work completion and ensure proper scheduling for maintenance and repair of organizational equipment and systems.      


(5)  Knowledge of general staff, support operations, resources, performance, workload, trends, equipment, supplies, and materials, etc., to develop, plan, and establish production schedules.


(6)  Knowledge and experience to observe and analyze production operations to determine if schedules are being followed, work tickets completed and to identify causes of production delays.  
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 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.  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:  PRODUCTION CONTROLLER (PSC)

POSITION CONTROL NUMBER:  8519  

CLASS CODE NUMBER:  22721

SALARY GRADE:  NGA-7

INTRODUCTION:  This position is assigned to Public Safety Communications (PSC), Communications and Information Technology Services Office, within the State of Idaho - Military Division.  The purpose of this position is to plan, schedule, control and monitor the status of equipment maintenance, and to provide maintenance management guidance and controls in accordance with various directives.  Serves as the liaison between PSC and the Military Division Purchasing and Contracting Office.  Requisitions all supplies, materials, equipment, or other related personnel and services necessary to conduct the daily business operations of PSC.  The incumbent serves as the liaison between PSC Technical Coordinators and State agencies regarding specifications for communications equipment to be ordered, and the status of scheduled work.
DUTIES AND RESPONSIBILITIES:

1.  Establishes short and long-range schedules for complex electronics communications and related equipment and components through all maintenance phases.  Prepares daily, weekly, monthly, and quarterly schedules for maintenance requirements.  Ensures the supervisor is advised of maintenance capabilities, limiting production factors, and adherence to maintenance schedules based on current or projected operational commitments.  

2.  Develops work sequencing and scheduling procedures to ensure full use of available resources.  Analyzes reports on maintenance schedules, performance, requirements, and trends.  Coordinates with support organization and maintenance activities to improve procedures and resolve problems.  Evaluates maintenance capabilities to expedite workload accomplishment and recommends corrective measures to prevent schedule delays.  Impacts and evaluates maintenance planning, scheduling, and documentation.  Evaluates and interprets findings in terms of efficiency, reliability, and recommendations.

3.  Establish in-house maintenance and repair priorities (mission essential, safety, security, etc.) and correlate requirements with available resources. Insure that work schedules for in-service civilian and military personnel are coordinated for maximum productivity.  Control the assignment and utilization of all vehicles and equipment assigned in support of scheduled work.  

4.  Inputs data regarding work order information, status changes, supply updates, and other pertinent information and will monitor work ticket status to ensure timely completion of work and or special projects. 
5.  Performs analysis on a wide range of production indicators to assist in improving productivity or in determining causes of production delays.  Develops, manages, and analyzes performance indicators or metrics for specific trends and recommends corrective actions and makes necessary adjustments in production schedules.  Incumbent ensures the most effective utilization of manpower, materials, space, tools, and equipment.   
6.  Responsible for requisitioning all supplies, materials, equipment, or other related personnel or services necessary to conduct the daily business of PSC.  Researches, prepares requisition documentation, and coordinates with the Military Division Purchasing and Contracting Office to facilitate the ordering and procurement of items required to maintain communications operability for state agencies and for PSC.  Assists in securing contracts through state resources to procure communications equipment and related items.  Remains current on Military Division requisitioning requirements and processes.  

7.  Supports PSC technical and non-technical staff.  Performs administrative office support functions, to include answering incoming telephone calls.  Maintains cooperative working relationships with internal team members, related work functions, and external customers.  

8.  Performs planning, scheduling, and analysis for the utilization and maintenance of organizational vehicles and equipment.  Schedules fleet vehicles and motorized equipment for repair, inspections, and preventative maintenance based on consideration of shop capability and requirements of the organization.  Keeps PSC vehicle log updated for all vehicles, to include all terrain snow machines, etc..  

9.  Performs other related duties as assigned or necessary.

SUPERVISORY CONTROLS:  The incumbent works under the general supervision/direction of the PSC Project Management Office (PMO), Project Manager.  Performs most work independently using technical guidelines, applicable regulations, and organizational policies and procedures.  Seeks assistance from supervisor for unusual circumstances when guidelines are not available or clear.  Incumbent proceeds on own initiative, makes necessary contacts, and follows up to obtain action and commitments required to accomplish the work.

PERSONAL CONTACTS:  The incumbent works closely with PSC Staff, personnel of various State Agencies, Bureau of Homeland Security, Military Division State Accounting, Purchasing and Contracting, and Property Management Offices, and with local vendors.  Incumbent may have personal contact with many individuals at all levels of government and in the private sector.

WORKING CONDITIONS / PHYSICAL DEMANDS:   Work is primarily performed is in an office setting involving everyday risks or discomforts requiring normal safety precautions.  Work area is generally adequately lighted, heated, and ventilated.  There is a requirement to walk, stand, bend, and carry light items. Incumbent may be subject to the dangers from exposure to high noise levels and hazardous materials common to a shop environment (i.e., battery acid, etc.).  Physical efforts may include climbing, stooping, standing, bending, stretching, and working in tiring and uncomfortable positions.  May use a 20 foot ladder when stocking warehouse shelves.  May require moderate to strenuous physical exertion.  
MANDATORY REQUIREMENTS / REQUIRED EXPERIENCE:  As stated in the vacancy announcement.

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

WCC:  8742

EEOC:  E07  

NOVEMBER 2015


