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 
vacancies in the same classification.

OPENING DATE:  	13 October 2020
ANNOUNCEMENT NUMBER:	20-81-N
AREA OF CONSIDERATION:	Open to all applicants
POSITION TITLE:	IOEM Grant Management Branch Chief
PAY GRADE:	   	NGA-13
					NGA-12 (Trainee Grade)		 
POSITION CONTROL NUMBER: 	TBD (6014)
CLASS CODE:  	   	20277
SALARY:	   	 	$43.33 to $56.33 hourly ($90,123 to $117,158 annually)
					$36.44 to $47.37 hourly ($75,790 to $98,530 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 is under a cooperative agreement or grant funded.) (For training, initial appointment is to a temporary position (PCN).  The appointee will convert to regular appointment status without further competition upon separation of current incumbent and availability of PCN 6014 expected in January 2021.  The temporary appointment period is creditable service.)  
COMPATIBLE MILITARY FIELD:	Not Applicable	
CLOSING DATE:  	27 October 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 4 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).  Applicants must meet the following Mandatory Requirements (conditions of employment).  

Provide individual responses on paper to the highest NGA-level for which you fully qualify/meet all stated requirements (a. 1-7, OR b. 1-7), addressing each requirement separately.

a. Mandatory Requirements to qualify at the NGA-13 grade level:

(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.  

	(5)  Must be willing and able to complete training to obtain Grant Management Course certificate within 3-years of beginning employment in this position.

	(6)  Must have the following education/training and experience (please describe related education/training and attach transcripts/certifications to your application; unofficial transcript/certifications are acceptable.):  
· Successful completion of Incident Command System coursework:  ICS-100 and ICS-200 or the National Emergency Management Basic Academy
· Experience managing some aspect of disaster response or recovery functions in a declared disaster 
· Experience managing organization(s)/functional area(s) involved with carrying out projects and programs
· Experience working with emergency management and Homeland Security stakeholders in different echelons of government, to include local jurisdiction elected and appointed officials

	(7)  Must have successfully served as the IOEM Grant Management Branch Chief in the Trainee Grade (NGA-12) for a minimum of 12-months, and must have demonstrated competence, as determined by the supervisor or his/her designee, in each of the specified job responsibilities/individual tasks stated in the Grant Management Branch Chief Training and Capabilities Plan (see Position Description in this announcement).

b. Mandatory Requirements to qualify at the NGA-12 (Trainee Grade) level:

	(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.  

	(5)  Must be willing and able to complete training to obtain Grant Management Course certificate within 3-years of beginning employment in this position.

	(6)  Preferred education/training (not mandatory) (If applicable, please describe related education/training and attach transcripts/certifications to your application; unofficial transcript/certifications are acceptable.)
· Successful completion of Incident Command System coursework:  ICS-100 and ICS-200 or the National Emergency Management Basic Academy
· Experience managing some aspect of disaster response or recovery functions in a declared disaster 
· Experience managing organization(s)/functional area(s) involved with carrying out projects and programs
· Experience working with emergency management and Homeland Security stakeholders in different echelons of government, to include local jurisdiction elected and appointed officials

	(7)  Must be willing and able to successfully served as the IOEM Grant Management Branch Chief in the Trainee Grade (NGA-12) for a minimum of 12-months, and must demonstrate competence, as determined by the supervisor or his/her designee, in each of the specified job responsibilities/individual tasks stated in the Grant Management Branch Chief Training and Capabilities Plan (see Position Description in this announcement).

c.  Applicants must have 36-months of specialized experience performing related duties as specified below.  Provide your individual responses on paper addressing each (1-8) 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)  Describe your related work experience, and/or training in:
· Accounting theory, principles and practices
· Auditing principles and practices
· Analyzing and interpreting financial information, reports and recommending management action
· Establishing internal financial controls

	(2)  Describe your related work experience, and/or training in:
· Leadership, business management, and administrative practices including organization development, strategic planning, agreements/contracts administration, and financial management

	(3)  Describe your related work experience, and/or training in:
· Federal and state disaster laws, rules, and regulations  
· Federal Disaster Assistance Programs
· Developing Federal grant application budgets
· Federal Grant reporting

	(4)  Demonstrate your skill/proficiency in the use of:
· Variety of automated (computer) equipment and office software packages (MS Word, MS Excel, MS PowerPoint, MS Access)

	(5)  Demonstrate your skill/proficiency in the use of:
· Interpersonal skills to create collaborative/cooperative environments
· Interpersonal relations and collaborative problem solving

	(6)  Demonstrate your ability to:
· Prepare financial statements, financial management reports, and schedules requiring financial analysis;
· Analyze and interpret financial information and reports and recommend management action;
· Prepare written documentation and reports (additionally, describe your written and verbal communication skills and style);

	(7)  Demonstrate your ability to:
· Function decisively in stressful, time-sensitive crisis environments
· Supervise personnel in the execution of complex programs;
· Work closely with multiple customers/users/program participants;

	(8)  Describe any experience working with, developing, managing or overseeing state and/or public sector budgets.

3.  SUMMARY OF DUTIES:  Refer to the attached position description.


[bookmark: _GoBack]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 GRANT MANAGEMENT BRANCH CHIEF
POSITION CONTROL NUMBER:  6014
CLASS CODE NUMBER:  20277  
SALARY GRADE:  NGA-13
				         NGA-12 Trainee Grade


INTRODUCTION:  This position is assigned to the Idaho Office of Emergency Management (IOEM) functioning within the State of Idaho – Military Division.  The primary purpose of this position is to manage and direct the administration, coordination, planning, development, execution and supervision of the IOEM Grant Management Branch to provide financial, state and federal guidance for preparedness grant and support to state and local government during all phases of emergency management.  Programs under the Grant Management Branch Chief include the HAZMAT Cost Recovery, HAZMAT Special Teams, Logistics, Disaster Recovery, Grants Management and Finance Section. 

Appointments to this position will be at the Trainee Grade (NGA-12).  To be eligible for promotion to the full grade potential of this position (NGA-13), the incumbent must serve in the Trainee Grade (NGA-12) for a minimum of 12-months and must demonstrate competence, as determined by the supervisor or his/her designee, in each of the specified job responsibilities/individual tasks identified in the Grant Management Branch Chief Training and Capabilities Plan provided in this position description.

DUTIES AND RESPONSIBILITIES:

1.  General Duties.  Provides administrative direction and defines policy and priorities for programs within the IOEM Grant Management Branch.  Formulates and recommends policies to the Director, Idaho Office of Emergency Management (IOEM Director).  May be appointed to chair or serve on a commission, committee, or other designated work group as delegated by the IOEM Director or the Adjutant General (TAG).  Establishes and maintains liaison with public officials, civic groups, and representatives of various government agencies.  When directed, represents the IOEM Director as a spokesperson for matters related IOEM’s logistical or financial matters.  Responsible for continued and effective management of assigned programs/functions.  Reviews processes and procedures to determine overall effectiveness, efficiency, and productivity of personnel and programs managed.  Formulates and directs implementation procedures which result in efficiency and savings for administration, operations, and maintenance without compromising required standards of readiness, accuracy, and/or safety. 

2.  Directs and oversees all grant management and finance functions of IOEM.  Provides technical assistance through a comprehensive understanding of the Federal Grants Management System.  Manages and supervises staff support functions.  Plans, organizes, and controls all Federal Grant Applications budgeting and fiscal activities.  Responsible for continued and effective management of the IOEM’s Grant Management Branch program functions.  Reviews processes and procedures to determine overall effectiveness, efficiency and productivity of personnel and programs managed.  Formulates and directs implementation procedures that will result in efficiency and savings for administration, operations and maintenance without compromising required standards of readiness, accuracy and/or safety.

[bookmark: OLE_LINK3][bookmark: OLE_LINK4]3.  Grants Administration and Management.  Is principally responsible for the legality, accuracy, timeliness and completeness of all grant activities, including seeking new grant opportunities and developing new and recurring grant applications and reports for multiple grants.  Develops new methods and procedures for subgrants.  Prepares, issues and monitors subgrants subgrantees for the Emergency Management Performance Grant, State Homeland Security Grant Program, Hazardous Materials Emergency Management Grant Program, Pre-Disaster Mitigation, and other grants.  To achieve state goals, uses broad federal grant guidance, the State Strategy, National Preparedness Goal, the National Response Framework, the National Incident Management System, the Universal Task List, State Threat and Hazard Identification and Risk Assessment, and the Target Capabilities List to develop supplemental state grant guidance, projects, manage competing priorities, resolve conflicts and clarify roles between federal, state, local, and tribal units of government.  Maintains frequent contact throughout the process with the senior management of federal agencies, state agencies, county government, emergency management, and tribal governments.  Provides guidance to IOEM Area Field Officers (AFOs) regarding grant policy and fiscal implementation of the grant programs.  Develops and implements financial management reports, investments, workbooks and data calls.  Works with and responds to state and federal auditors, and takes corrective action on identified items.  Works with state and IOEM accounting systems, Idaho Grant Management System, STARS, Equipment Tracker, and various federal grant systems.  Accesses and manipulates data and provides reports to federal systems such as Grants.gov, ND Grants, and the Biannual Strategy Implementation Report (BSIR).

4.  Leads and participates in efforts formulating and establishing IOEM goals, priorities, policies, guidelines and performance standards that directly affect a broad range of complex programs, missions, or political subdivisions statewide.  Plans, organizes, directs and coordinate resource services consisting of finance, logistics, HAMAT Cost Recovery and fleet management.  Provides authoritative technical assistance on financial matters to the Senior Advisory Council (SAC), IOEM staff, state agencies, county government, and tribal government.  Makes presentations to senior officials, community groups, and other interested parties.

5.  Budget Development and Management.  Develops, recommends, manages, monitors and authorizes expenditures of the IOEM’s operating budget.  In coordination with the IOEM Director, other IOEM Branches and the Idaho Military Division (IMD) State Accounting Office, develops the IOEM state budget request.  Analyzes fiscal performance activities and develops corrective actions.  Administers, advises, and allocates state, federal and private grants, contracts and funds.  Administers emergency disaster relief funds under difficult conditions with many uncertainties.  Ensures practices conform with all applicable federal and state laws, regulations, Office of Management and Budget (OMB) and Department of Homeland Security (DHS) rules and standards.

6.  Maintains liaison with organizations, the Senior Advisory Council (SAC), senior officials and local agencies to clarify roles and authorities, and to establish procedures for acquiring disaster and other funds.  Conducts briefings and advises officials of emergency disaster assistance available and the eligibility requirements.  Consults with Federal Emergency Management Agency (FEMA), the Governor’s Authorized Representative, Applicants’ Agent and other federal, state, volunteer, and private assistance programs to recommend reimbursement of funds and ensure compliance.  

7.  Idaho Emergency Operations Center (IDEOC).  During a declared emergency, may operate as a State Coordinating Officer to coordinate financial and material federal assistance among federal, state and local agencies under the provisions of a gubernatorial or presidentially declared disaster.  May function as the Idaho State Emergency Operations Center (IDEOC) Manager during emergencies, declared disasters and as directed by the IOEM Director.  Supervises the IDEOC to rapidly develop and sustain a common operating picture for delivery to the elected and appointed leadership in all three levels of state government, FEMA and other DHS agencies.  Analyzes disaster field reports, incident action plans, situation reports and other technical data to establish and implement the state’s overall response priorities for allocation of resources.  Coordinates resources and information required to support local area and incident command activities.  Coordinates state agency participation in the IDEOC as Lead Emergency Support Function (ESF) Representative. 

8.  Supervisory Duties.  Provides leadership and supervision to assigned personnel and programs.  Approves leave, work schedules and timesheets.  Delegates authority to subordinate supervisors to manage programs and monitor employees in the accomplishment of work assignments.  Sets performance standards and appraises the performance of reporting subordinates.  Reviews the performance standards and appraisals of non-direct reporting subordinates.  Provides written and verbal performance feedback, coaching, and counseling.  Provides input for performance/merit based incentive awards to the IOEM Director.  Requests personnel and position actions and considers the requested actions of subordinates.  Advises the IOEM Director regarding the recommended allocation/reallocation of full-time position (FTP) resources to best meet current and projected requirements throughout the IOEM Grant Management Branch.  Promotes a respectful workplace that complies with policies of the Adjutant General.  Observes and ensures compliance with all applicable laws, rules, regulations and policies and serves as a role model for the Whistleblower Protection Program, EEO, security and workplace safety practices, policies and regulations at all times.  Maintains a safe and drug/alcohol free workplace.

9.  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.

10.  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 (EOC) 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 IDEOC Manager.  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.

GRANT MANAGEMENT BRANCH CHIEF TRAINING AND CAPABILITIES PLAN:  To be eligible for promotion to the full grade potential of this position (NGA-13), the incumbent must serve in the Trainee Grade (NGA-12) for a minimum of 12-months and must demonstrate competence, as determined by the supervisor or his/her designee, in each of the specified job responsibilities/individual tasks stated below.

1. Must complete the following classes/courses within the Grants Management Certification Program within the first 12-months of appointment/hire:
· Managing Federal Grants and Cooperative Agreements for Recipients 
· Uniform Administrative Requirements for Federal Grants 2 CFR 200 (Subparts A-D)

Full completion of the Grants Management Certification Program within 36-months is required.  Find classes at:  https://www.managementconcepts.com/Certifications/Management-Concepts-Certificate-Programs/Certificate-Programs/Grants-Management 

2. Must successfully complete the following classes/courses within the first 12-months of appointment/hire:
· G2300 Intermediate Emergency Operations Center Functions
· G191 ICS-EOC interface 
· FEMA IS-634: Introduction to FEMA’s Public Assistance Program 
· E/L0101 Foundations of Emergency Management

3. Within the first 12-months of appointment/hire, the incumbent must successfully:
· Prepare federal grant application budgets
· Write federal program workplan narrative for grant application
· Apply for federal grant programs
· Close a federal grant program
· Complete on-site grant monitoring of subrecipient
· Complete all federal grant reporting quarterly
· Develop IOEM State budget

SUPERVISORY CONTROLS:  Work is performed under the general supervision of the IOEM Director who assigns broadly defined goals, missions, and functions.  The incumbent is responsible for execution of directions by independently defining/formulating overall strategies, initiatives, goals, and milestones.  The incumbent exercises a wide-latitude of independence and must display tact, good judgment, creativity, and analytical ability to independently work through complex problems or dynamic situations and produce products and solutions.  When assigned as the IDEOC Manager, the incumbent is routinely confronted with difficult problems requiring immediate decisions that recognize situations that require consultation with the IOEM Director.

PERSONAL WORK CONTACTS:  In addition to IOEM Director, Senior Management and Staff, contacts include the Adjutant General (TAG) and all levels of military and civilian personnel of the Idaho Military Division (IMD)/Idaho National Guard (IDNG); city, county, tribal, state and federal elected and appointed officials and their staffs to include those in British Columbia and Canada; Executive Management within the Federal Emergency Management Community (FEMA, DHS, DOD); county, tribal, state and federal Emergency Coordinators/Directors and Program Managers; city, county, tribal, state and federal employees from various agencies; private volunteer organizations (Red Cross, Salvation Army); non-governmental organizations; private industry; and U.S. citizens and foreign nationals who have an interest in the programs and services of this organization.  Additional contact groups may include representatives of professional organizations, the news media and public action groups.  The purpose and extent of each contact is different; the role and authority of each party is identified and developed during the course of the contact. 

WORKING CONDITIONS / PHYSICAL EFFORT:  The majority of work is sedentary and performed in a professionally configured office environment.  Work may require occasional lifting of items such as equipment or supplies up to 20 pounds.  Work requires travel within the state, and will require additional travel outside of the state for conferences, training and field activities.  Field activities may involve adverse or hazardous working conditions and outdoor exposure to weather extremes; long work hours; driving and walking over rough, uneven surfaces; standing, stooping, reaching; and the occasional lifting of moderately heavy items such as equipment or supplies up to 50 pounds.  The incumbent is required to 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, 24/7, throughout the year.  Incumbent may be required to work in adverse and hazardous conditions in extreme weather.  Inherent to the IDEOC and on-scene work environments involving emergencies and disasters, including acts of terrorism, the incumbent will work extended hours in a highly stressed environment dealing with life safety issues in compressed timeframes with a high potential for conflicting information.  The incumbent may be required to interact with citizens under extreme emotional distress.  

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

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

EEOC:  B02

WCC:  9410

OCTOBER 2020



