STATE OF IDAHO
MILITARY DIVISION
Human Resource Office (HRO)
State Personnel Branch
4794 General Manning Avenue, Building 442
Boise, Idaho 83705-8112
Telephone: (208) 801-4273/4272

STATE VACANCY ANNOUNCEMENT
Registers established from this announcement may remain valid up to one year to fill 
statewide vacancies in the same classification.

OPENING DATE:  	16 September 2020
[bookmark: _GoBack]ANNOUNCEMENT NUMBER:	20-74-N
AREA OF CONSIDERATION:	Open to all applicants
POSITION TITLE:	Training and Exercise Specialist - IOEM
PAY GRADE:	   	NGA-9		
POSITION CONTROL NUMBER: 	4080
CLASS CODE:  	   	20272
SALARY:	   	 		$25.13 to $32.66 hourly ($52,263 to $67,938 annually)
FLSA CODE: 		Administrative (Exempt)
DUTY LOCATION:  	Military Division, Idaho Office of Emergency Management (IOEM), Gowen Field, Boise, ID
TYPE OF POSITION:  	Civilian Nonclassified; Limited Service Appointment (This position is grant funded.)
COMPATIBLE MILITARY FIELD:	Not Applicable	
CLOSING DATE:  	30 September 2020

1.  HOW TO APPLY:  Online applications may be submitted on the State of Idaho job website at the Internet address https://www.governmentjobs.com/careers/idaho located under the department Division of Military.

Alternatively, application forms and announcements are available at the Internet address http://inghro.idaho.gov/Jobs.htm and http://inghro.idaho.gov/hr/forms/forms.htm.  Application packets must be received no later than 4:30 p.m. MST of the announcement closing date.  

Applications may be faxed to (208) 422-3348 (Attn:  HRO State Personnel Branch) or e-mailed to hrobypass@imd.idaho.gov. 

	Applicants are responsible for contacting the HRO State Personnel Branch to confirm receipt of faxed or 
	e-mailed applications.

The HRO State Personnel Branch will not forward incomplete application packets for consideration.

YOUR APPLICATION PACKET MUST INCLUDE:

Employment Application (SPB-1) – Complete, sign and date.  You must provide a YES or NO response to each of the three questions above your signature, and provide additional information if required (felony offense).

Mandatory Requirements – Attach sheet(s) of paper with your individual responses to each of the Mandatory Requirements listed on page 2 of this announcement under QUALIFICATION REQUIREMENTS.


Knowledge, Skills and Abilities (KSAs) – Attach sheet(s) of paper with your individual responses to each KSA beginning on page 2-3 of this announcement under QUALIFICATION REQUIREMENTS.

Documentation identified as a Mandatory Requirement – When required, attach copies of educational diplomas, transcripts, or training certificates; or professional licenses, certifications or registrations.

Optional:  Attach a resume and/or other supplemental documentation to support your qualifications.

Optional:  War Era Veterans Preference Form (SPB-1A) – Complete, sign and date.  Attach supporting documentation demonstrating your eligibility (e.g., VA Disability Letter, DD Form 214, etc.).

Optional:  Equal Employment Opportunity Worksheet (SPB-1B) – The Military Division monitors recruitment and selection programs in order to assure equal employment opportunity.  We appreciate your cooperation by voluntarily furnishing us with your completed SPB-1B.

IMPORTANT REMINDER BEFORE SUBMITTING YOUR APPLICATION:
· Handwritten applications are discouraged.  Applicants are strongly encouraged to submit typed application forms available on our website: http://inghro.idaho.gov/hr/forms/forms.htm.  If our forms are not compatible with your computer, contact the Human Resources Office for alternate format forms.
· Make sure your Forms SPB-1 and SPB-1A are complete (blocks checked), signed and dated.
· Provide detailed, relevant, KSA responses.  Elaborate on your past education, training and experience as it specifically relates to the desired KSAs.  Well-written KSA responses increase the likelihood of referral to the Hiring Official for interview.
· Secure your application with a single staple or clip.  Presentation folders and binding are discouraged; applications will be unbound and stapled prior to referral for consideration.

2.   QUALIFICATION REQUIREMENTS – Mandatory Requirements and Knowledge, Skills and Abilities (KSAs).  

	a. Applicants must meet the following Mandatory Requirements (conditions of employment).  Provide your individual responses on paper addressing each (1-4) separately.

(1)  Must have 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 successfully pass a state background check, and must be eligible to obtain and maintain a “SECRET” security clearance through the U.S. Department of Homeland Security.  (At a minimum, a favorable suitability determination by the State Security Manager is required prior to appointment into this position.)

(3)  Travel is required for training and job performance.  Must be willing to travel by all modes of transportation and stay at destinations for moderate to extended periods of time.

(4)  Must agree to attend/accomplish required training and participate in training exercises as identified in federal grant guidance, by the IOEM Training and Exercise Program, and by IOEM Senior Management; must agree to successfully complete online courses as determined by the same.  

b.  Applicants must have 24-months of specialized experience performing related duties as specified below.  Provide your individual responses on paper addressing each (1-7) separately.  

In your responses describe your civilian and military education, training, and work experience as it relates to the following KSAs.  KSA responses will assist in determining the best-qualified applicants. 
	(1)  General knowledge of the mission, objectives, terminology, and management practices in the IOEM organization to counsel current personnel and external customers on various training opportunities.  Working knowledge of emergency/disaster training requirements and policies applicable to federal, state, tribal and local governmental agencies.

	(2)  Ability to interact effectively with a variety of federal, state, tribal and local government agencies, non-governmental organizations, private-sector business, and citizens and the use of interpersonal skills to create collaborative/cooperative environments.

	(3)  Skill in oral and written communication to prepare and present reports, interpret policies and guidelines, provide advice and guidance to customers, and represent IOEM in interactions with other organizations.

	(4)  Demonstrated skill and experience in organizing, planning, and executing projects that include diverse agencies and organizations.

	(5)  Ability to work independently, including prioritizing tasks in order to facilitate timely delivery of courses and appropriate scheduling.  Additionally, the ability to work as a member of a team in concert with other programs within the IOEM and other partnering agencies.

	(6)  Knowledge of procedures for processing training documents, to include the identification of problems and trends, and the ability to resolve discrepancies.

	(7)  Must possess skills associated with common office software packages (MS Word, MS Excel, MS PowerPoint, and Adobe Acrobat) to develop multi-media presentations used in the facilitation of meetings, training, exercises, and planning projects.  Skill in using audio and video equipment (cameras, video cameras, projectors, microphones, and PA systems).

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 and may be subject to a criminal background check.
	b.  Refer to the attached position description for the Mandatory Requirements for 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, national origin, sex (including gender identity, sexual orientation, and pregnancy), genetic information, political affiliation, marital status, and disability or age (which does not interfere with job accomplishment or job eligibility based upon the position description Mandatory Requirements).  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 Resource Manager
							Military Division – State Personnel Branch





JOB TITLE:  IOEM TRAINING AND EXERCISE SPECIALIST
POSITION CONTROL NUMBER:  4080 
CLASS CODE NUMBER:  20272 
SALARY GRADE:  NGA-9


[bookmark: OLE_LINK1][bookmark: OLE_LINK2]INTRODUCTION:  This position is assigned to the Training and Exercise (T&E) Section of the Operations Branch, Idaho Office of Emergency Management (IOEM), functioning within the State of Idaho – Military Division.  The primary purpose of this position is to develop, coordinate, and execute statewide IOEM sponsored training events in support of local jurisdictions and state agencies.  Incumbent prepares, updates and maintains all related training materials, administrative documentation, records, reports and personnel resource information.

DUTIES AND RESPONSIBILITIES:

1.  Coordinates and implements training preparedness goals as outlined under the IOEM State Strategy.  As directed, develops, coordinates and ensures execution of IOEM sponsored training and exercise events.  Assembles, updates, maintains and distributes course and presentation materials and training aids.  Arranges and reserves dates, instructors and location/facilities for training events.  Ensures that course opportunities and resources are fully publicized.  Prepares and provides course completion certificates to all qualified attendees; maintains course completion rosters as directed by the IOEM T&E Section Chief.  Assists in the evaluation of training and exercise effectiveness, and recommends or implement measures to improve the training and exercise program processes, methods or events.

2.  Provides guidance and support to all IOEM sponsored seminars, workshops, briefings, conferences, academies and training sessions.  Provides advice on training issues related to program requirements to successfully accomplish the IOEM mission.  Answers inquiries about available training, and clarifies eligibility requirements and application procedures.  Assists others in planning and conducting in-house training and exercise and ensures proper training documentation is utilized for training credit.  Assists in the planning of individual employee development plans.

3.  Pursues program related continuing education and training opportunities.  Completes required independent studies and courses as directed; attends meetings, courses, seminars and conferences.  Collects and shares information on policies, issues, events and current trends toward on-going program development and improvement.  Coordinates, collects, analyzes and evaluates programmatic data to ensure compliance with guidelines, policies, regulations and statutory requirements.  Tracks training statistics in specified federal and/or state database systems as required by the U.S. Department of Homeland Security (DHS) and the IOEM T&E Section Chief.  Assists in the preparation and provision of compiled data, statistics or reports as directed.  Provides consultation and technical assistance as requested.

4.  Coordinates with IOEM Grant Finance Specialist and State Purchasing/Contracting personnel to obligate training funds for instructor fees, course material and training aid purchases.  Ensures coordination is timely and in accordance with the supervisor’s guidance and approval.

5.  Maintains course instructor personnel files.  Reviews new and updated federal course curriculum content changes for state implementation, and clarifies conflicting information with course providers and instructors as necessary.

6.  Assists in the development and maintenance of multi-year Training and Exercise Plans for IOEM and for local jurisdictions.  Conducts needs assessments annually.  Tracks and adjusts plans according to progress and completion.  Assists the IOEM T&E Section Chief in establishing regional exercise priorities, goals, objectives, policies, procedures, guidelines and performance standards in coordination with the local exercise program points of contact.  Provides exercise-related technical assistance as necessary to exercise program participants, community groups, and other interested parties.

7.  Assists with conducting the annual Training and Exercise Workshop as required by federal grant programs.  Coordinates attendance to include representation from Idaho Emergency Managers Association, State Agency Emergency Coordinators, Emergency Support Function representatives and IOEM Program Managers.  Synthesizes data collected at the Training and Exercise Workshop to update the established IOEM Training and Exercise Plan.

8.  Assists local jurisdictions with using web-based, collaborative planning tools and the Learning Management System (LMS).  Maintains accurate course descriptions, class information, student records, and training schedules in the LMS to support detailed and accurate grant reporting.

9.  Supports committees and groups at the local, state, federal and tribal level to ensure IOEM and other state and local stakeholders to develop, test and maintain requirements established to meet the Emergency Management Accreditation Program (EMAP) requirements.

10.  Attends training and participates in exercises as identified in federal grant guidance and/or by the IOEM Training and Exercise Program and IOEM Senior Management.

11.  On a voluntary basis, attends training and performs duties as the on-call IOEM HAZMAT Duty Officer several times per year, on a 24/7 weekly basis, in accordance with established rotation schedule.  Facilitates emergency conference calls with Local Incident Commanders, and other supporting agencies.  Upon request, coordinates federal resources, and coordinates and approves state resources available to assist in the response.  Ensures the Idaho Hazardous Materials/Weapons of Mass Destruction (WMD) Incident Command and Response Support Plan is properly executed.

12.  Performs other related duties and projects as necessary or assigned.  Deploys as directed to a designated Emergency Operations Center at a local, state, or federal level during federally declared disasters.  Upon activation of the Idaho State Emergency Operations Center (IDEOC), performs duties as directed by the IOEM Director.  During activation of the IOEM’s Continuity of Operations (COOP) Plan, may perform as member of Advance Echelon party (ADVON) and/or other supporting COOP role as required.

SUPERVISORY CONTROLS:  Incumbent works under general supervision of the IOEM Training and Exercise Section Chief who defines objectives, sets priorities and deadlines, advises on potential problems and assists with unusual situations which do not have clear precedents.  Incumbent exercises judgment in planning and carrying out assignments and selects the appropriate techniques to complete assignments adequately.  Incumbent elevates unresolved matters of significance to the supervisor as necessary, and keeps supervisor informed of work progress and of potentially controversial matters.  Completed work is reviewed for technical soundness, appropriateness, and conformity to program policies and assignment objectives.

PERSONAL WORK CONTACTS:  In addition to the supervisor, daily contacts include the IOEM Senior Management and staff; and designated Exercise Program Coordinators at the local and regional level, including approved contracted exercise providers.  Incumbent may have occasional contact with Idaho National Guard Commanders and staff; and national, state, city, local and tribal officials as duties require.   

WORKING CONDITIONS / PHYSICAL EFFORT:  The majority of work is performed in an office environment.  Oversight activities may require incumbent to travel and work long hours.  Incumbent may spend up to 10% of their time in the field with outdoor exposure to all types of weather; 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.  While in the field, incumbent may be exposed hazardous conditions with moderate safety risks and discomfort, and may be required to wear or use protective clothing or gear.  Incumbent may be on call after normal duty hours to respond to emergencies, and is required to deploy to the field upon request of the IOEM Director or the Adjutant General (TAG).  Travel is required for both job performance and job proficiency training.  Incumbent may be required to work in adverse and hazardous conditions in extreme weather.  Incumbent may be required to deal with citizens under extreme emotional distress.

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

FLSA Overtime Indicator:  A (Administrative Exempt; straight-time)  

EEOC:  B02  

WCC:  9410                                                  
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