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:  
15 December 2015
ANNOUNCEMENT NUMBERS:
15-40-N
AREA OF CONSIDERATION:
Restricted to current State employees of the Idaho Military Division 
POSITION TITLE:
BHS Recovery Coordinator
PAY GRADE:
   
NGA-10




NGA-9 (Trainee Grade)
POSITION CONTROL NUMBER:
 3014
CLASS CODE:  
   
20118
SALARY:
   
 
$25.63 to $33.31 hourly


   
 
$23.27 to $30.25 hourly (Trainee Grade)
FLSA CODE: 

Administrative
DUTY LOCATION:  

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

CLOSING DATE:  
30 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 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. 1-5 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-10 grade level:

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

(2)  Must be able to operate manual transmission all-wheel drive vehicles up to a 1-ton truck.        

(3)  Must pass a State background check, and may be required to obtain and maintain a “Secret” level security clearance through the U.S. Department of Homeland Security.

(4)  Must have successfully completed The Management Concepts Grant Certification Program “Pass-Through Track”. 

(5)  Must have 1-year of experience directly coordinating a Federal Grant Program to include compiling the State’s Federal grant applications, filing Federal reports, and closing grants with the cognizant Federal agency.

(6)  Must have successfully completed the following training:  

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

· Professional Development Series: IS-139, IS-230a, IS-235a, IS-240a, IS-241a, IS-242a and IS-244a

(7) Must be willing to complete the following training within 2-years of beginning employment in this position:
· IS-293, E357, IS-775, IS-630, IS-632, IS-634 IS-403,IS-701, IS-703, IS-706, G-191,      IS-558, and IS-822

c. Mandatory Requirements to qualify at the NGA-9 Trainee grade level:
(1)  Must have and maintain a valid/unrestricted State issued driver’s license.

(2)  Must be able to operate manual transmission all-wheel drive vehicles up to a 1-ton truck.        

(3)  Must pass a State background check, and may be required to obtain and maintain a “Secret” level security clearance through the U.S. Department of Homeland Security.

(4)  Must agree to attend and successfully complete The Management Concepts Grant Certification Program “Pass-Through Track” within 2-years of beginning employment in this position. 

(5)  Must agree to attend and successfully complete the following training within 2-years of beginning employment in this position:  

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

· Professional Development Series: IS-139, IS-230a, IS-235a, IS-240a, IS-241a, IS-242a and  IS-244a
d. Applicants must have 24-months (to qualify at NGA-10) or 18-months (to qualify at NGA-9 Trainee Grade) of specialized experience performing related work.  You must provide individual responses on paper to each Knowledge, Skill, and Ability requirement (1-10) 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 Federal and State disaster laws, rules, statues, and regulations. 

(2)  Ability to understand plans and specifications for infrastructure disaster recovery projects and the ability to evaluate program eligibility relative to a scope of work.  

(3)  Skill in communicating at the organizational level.  Oral and written communication skills demonstrating logic, focus, critical thinking, and clarity.  Skill in negotiation, compromise and collaborative problem solving.  Skill in appropriate delegation of responsibility and authority.

(4)  Working knowledge of the disaster response mechanisms and the ability to effectively interact with Local, Tribal, State and Federal agencies.

(5)  Knowledge of the National Incident Management System (NIMS) and Incident Command System (ICS) or other effective business or military management systems.

(6)  Skill in preparing effective plans and providing knowledgeable comments during the review of planning documents.  


(7)  Ability to preparing financial statements, financial management reports, and schedules requiring financial analysis.

(8)  Experience working with State or Federal Grant Programs.

(9) Ability to operate a variety of automated (computer) equipment and office software packages (MS Word, MS Excel, MS PowerPoint, MS Access), cameras and video equipment. 

(10) Skill in interpersonal relations and collaborative problem solving.

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:  BHS RECOVERY COORDINATOR

POSITION CONTROL NUMBER:  3014

CLASS CODE NUMBER:  20118

SALARY GRADE:  NGA-10 (NGA-9 Trainee Grade)

INTRODUCTION:  This position is assigned to the Grant Management Branch, Bureau of Homeland Security (BHS), functioning within the State of Idaho –Military Division.  The purpose of this position is to plan and coordinate statewide recovery efforts which arise from a disaster.

Duties and responsibilities:

1.  Under the oversight of the Grants Management Branch Chief, assists in organizing, planning and coordinating various emergency response/recovery programs with Federal, State, Tribal and local entities during all natural and man-caused emergency and disaster response and recovery operations in the State of Idaho.  Assists Grants Management Branch Chief to ensure community needs are met within the guidelines of State and Federal laws and regulations; assists in the preparation of documents to request State and Federal assistance and coordinates the use of State and Federal assistance with local governments.  Reviews the results of Preliminary Damage Assessments (PDA) and ensures the accuracy of the request for Federal assistance.

2.  Under the oversight of the Grants Management Branch Chief, acts as State Program Coordinator for the Federal Emergency Management Agency (FEMA) Public Assistance (PA) Program and Individual Assistance (IA) Program.  Coordinates these programs with Federal, State, Tribal, and local recovery partners; develops and maintains state capability to effectively administer both the Public Assistance Program and the Individual Assistance Program.  Annually updates the State Administrative Plans for both the PA and IA programs and works in partnership with both FEMA and the BHS Grants Management Branch, to ensure PA and IA adherence to applicable Code of Federal Regulations (CFR) and Federal grant terms and conditions. 

3.  Acts as the Program Coordinator for all recovery aspects of the Federal Emergency Management Agency (FEMA) Fire Management Assistance Grant Program (FMAG) ensuring compliance with applicable Federal Grant terms and condition and coordinates all FMAG Program recovery activity with Federal, State, Tribal and local partners.  Annually updates the FMAG Program State Administrative Plan. 

4.  Reviews, recommends and coordinates changes to the Idaho Emergency Operations Plan (EOP) Standard Operating Procedures; local Emergency Operations Plans and other documents that provide State and local guidance for implementing preparedness activities for disaster response and recovery as a result of natural and man-caused disasters.  Ensures Recovery Program is compliant with applicable National Incident Management System (NIMS) requirements. 

5.  Provides program oversight for recovery related (PA/IA) sub-grants awarded to local governments and tribal nations.  Assists local jurisdictions with sub-recipient project applications and reports.  Reviews completed work for technical soundness, appropriateness, and conformity to policies and requirements for overall achievement of program objectives.  Compiles data and statistics to meet requirements of various grants and assistance programs; manages the review and processing of disaster related requests, eligibility determinations and reimbursements and assists with jurisdiction requests for grant program reimbursement.

6.  Provides Recovery Program training and technical assistance for assigned staff which may include government employees, BHS support staff, temporary State employees, temporary contracted staff and recruited  volunteers; defines Recovery Program assignments, objectives, priorities and deadlines and assists in resolving unusual situations that do not have clear precedents.  Reviews completed recovery work for technical soundness, appropriateness, and conformity to policies and requirements.  

7.  Interprets and applies a wide range of laws, regulations, policies and precedents applicable to the State Recovery Program and develops new or modified methods, approaches, or procedures to increase the effectiveness of the State Recovery Program.  Interprets and clarifies Federal and State guidelines, strategies and program emphasis as it relates to local government and tribal nation recovery activities.  Provides technical assistance and guidance to jurisdictional emergency managers relative to the State Recovery Program; monitors, evaluates and provides corrective guidance to local government and tribal nations for adherence to Recovery Program regulatory rules and State and Federal Recovery Program goals and strategies.  Accepts and approves local government and tribal nation disaster sub-recipient reports and submissions.

8.  May be called upon to represent the BHS in disaster conferences and meetings with various levels of government, private industry, and other groups in efforts to obtain all viewpoints regarding proposed Recovery Program changes and to assure concerted action by all parties involved.

9.  Under the oversight of the Idaho Emergency Operations Center (IDEOC) Manager, provides support for the (IDEOC) Emergency Support Function (ESF) 14-Long-term Community Recovery function.  Supports local/State/Tribal government in the coordination of various post-disaster assistance needs from State and Federal agencies and voluntary/non-governmental organizations to include participation in long-term recovery committees/organizations.
10.  The incumbent may supervise temporary State employees and may direct and oversee the work of temporary contracted staff.  Performs associated administrative functions.

11.  Performs other related duties as necessary or assigned.  May be called upon to perform duties as the BHS HazMat Duty Officer several times per year, on a 24/7 weekly basis, in accordance with established rotation schedule.

SUPERVISORY CONTROLS:  Recovery work is performed under the general supervision of the BHS Grants Management Branch Chief.  The incumbent receives broadly defined strategic and tactical assignments that support overall BHS mission goals and keeps the Grants Branch Chief or in the absence of the Branch Chief, the Bureau Chief, informed of progress and potentially controversial matters.  The incumbent works independently to define programmatic budget, objectives, schedules and cost estimates to fulfill assignments.  Sets program priorities within general guidelines.  Has responsibility for planning, designing, and carrying out recovery programs and projects to include coordinating with others and conflict resolution at the lowest level. 

PERSONAL WORK CONTACTS:  Contacts include the Bureau Chief, BHS Management Team and staff, the Idaho National Guard Command and Staff; City, County, Tribal, State and Federal professional employees from various agencies; and civilians who have an interest in the programs and services of this organization.  The incumbent may be required to deal with citizens, government officials and organizations under emotional distress because of the loss of lives and personal property.  The incumbent routinely coordinates with Recovery Program counterparts at the U. S. Department of Homeland Security to ensure conformance with Federal recovery requirements. 

WORKING CONDITIONS / PHYSICAL EFFORT:  The majority of work is performed in well-lit climate controlled office environment.  Periodic deployment to disaster impacted areas, with inherent natural and man-made hazards, is required.  Field deployments will require travel and outdoor exposure in all types of weather.  Field activities will require the 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.  

The Recovery Program Coordinator must be able to adapt to a constantly changing work environment and fluid working schedules inherent to emergency/disaster operations.  The Recovery Program Coordinator  will accommodate 24/7 on-call availability for emergency notifications, response and recovery efforts; will work irregular hours as dictated by mission requirements; will work at locations other than the assigned duty station or area of assignment and may be required to relocate to emergency sites with little or no advance notice.  The incumbent 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.

MANDATORY REQUIREMENTS / REQUIRED EXPERIENCE:  As stated in the State Vacancy Announcement.

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

EEOC:  B02

WCC:  9410 

DECEMBER 2015 (Updated)


