IDAHO NATIONAL GUARD
Human Resource Office (HRO)
4794 Farman St, Bldg. 442
Boise, Idaho 83705-8112
Telephone: 208-272-4220
http://inghro.idaho.gov/

FEDERAL NDS TECHNICIAN VACANCY ANNOUNCEMENT

	POSITION TITLE:
	Legal Assistant, GS-0986-07

	ANNOUNCEMENT NUMBER:
	12-001

	OPENING DATE:
	13 October 2011

	CLOSING DATE:
	27 October 2011

	SALARY: 
	GS-07  $38,790 - $50,431

	DUTY LOCATION: 
	Boise, ID  (JFHQ/SJA)

	AREA OF CONSIDERATION: 
	Current  members (TRAD/MDAY/NDS/DS/TEMP/TERM) in the IDARNG/IDANG

	TYPE OF APPOINTMENT: 
	Excepted:  TERM  NTE: 4 years (1 year at a time)

	SUMMARY OF DUTIES: This position is located in the Office of the Staff Judge Advocate (SJA), of the Joint Force Headquarters (State).  This office provides legal assistance/advice to The Adjutant General and to Army and Air National Guard personnel.  The primary purpose of this position is to serve as an assistant, under the supervision of the Staff Judge Advocate, in the administration and coordination of legal activities for the state.  Provides technical and procedural guidance and support to unit commanders and legal personnel as required in the accomplishment of a variety of administrative and clerical duties necessary for effective and efficient operation of the program.

A complete description of duties and responsibilities can be found in Position Description #N1198000 (see attached).




1)  HOW TO APPLY:
(a)  Application forms and announcements are available at the Human Resources Office (HRO), 4794 Farman Street, Building 442, Gowen Field, Boise Idaho, 83705-8112 and Internet address http://inghro.idaho.gov.  Application packets must be submitted no later than 4:30 p.m. on the closing date to the address listed above.
(b)  All applications packages must include the following documents:
(1)  A signed resume with dates or an OF 612, or an SF 171.  At a minimum, your date of birth, social security number and MOS/AFSC must be included.
(2)  Your responses, on a separate sheet of paper, to the Knowledge, Skills, and Ability (KSA) statements listed in the Qualifications Requirements (paragraph 2) of this announcement.
(3)  SF 181 Race and National Origin form.  This form is used for statistical purposes only and is not a factor in the selection process.  All information held in strict confidence.
(c)  Submit applications to the above address.  Law prohibits the use of official government postage-paid envelopes for personal business.
(d)  Always keep a copy for your personal records.
2)  QUALIFICATION REQUIREMENTS: 
(a)  Knowledge, Skills and Abilities (KSA): Address all KSA statements on a separate sheet of paper and submit with the application.  Include all civilian and military experience that is relevant to the advertised position.  Include span of time experience covers by months/years.  The following knowledge, skills and abilities will also be used to qualify applicants. 
a.  Knowledge of military regulations and policies to include Uniformed Code of Military Justice (UCMJ) affecting the Army, Air Force, DoD, and National Guard; as well as the State Military Code and civilian law; to provide assistance to legal staff and other military members with research; or to assist military members in the completion of required forms.

b.  Knowledge of legal resource materials and web site locations in order to perform limited research on historical case files where information requires little development and is readily available.

c.  Knowledge of a wide variety of legal documents to determine whether properly drafted, the nature of action requested, if properly completed, what information is needed or missing, and the proper staffing and routing of documents.

d.  Skill in the use of computers and other office automation; perform word processing to draft complicated legal documents; fill-out template forms, form letters, or compose original correspondence; utilize database programs to enter information or extract data for reports; or to access the internet to conduct legal research.

e.  Skill to communicate in person, by telephone, by electronic mail (e-mail), and by other means in order to explain complex legal concepts and requirements; to communicate complex legal concepts effectively with military commanders, unit representatives, senior staff, and junior enlisted members, other government agencies and private legal offices.

f.   Ability to manage delivery of complex legal assistance services, covering a range of areas including wills, powers of attorney, Servicemembers’ Civil Relief Act, landlord-tenant, USERRA, and more.

g.  Ability to manage a significant caseload involving legal assistance, claims, military justice, and administrative and civil law requests; to manage a complex filing system and law library; to update legal research and resource materials; and to conduct original legal research of laws, regulations, rules, policies and other materials; manage case records and national reporting requirements for ADR, claims, FOIA requests, Installation Status Reports, and similar actions.

Other Requirements:

(a)  Candidates must possess a valid State driver’s license.
	
(b)  General:  Experience, education, or training which demonstrates the candidate has enough knowledge of equipment to be able to do routine jobs, simple preventative maintenance tasks, and is able to use common tools and equipment in the line of work.
(c)  Specialized:  Specialized experience requirements are determined locally by identifying types of skills, knowledge’s and abilities needed for the specific type of work to be done. Specific MOS/AFSC’s may be included when essential for successful performance of the job.  
Excepted Service:  Experience required to be fully qualified as a GS-07 is 12 months.

3)  CONDITIONS OF EMPLOYMENT:
(a)  All male applicants born after 31 December 1959 will be required to furnish a statement of Selective Service registration status prior to appointment. (5 U.S.C. 3328) 
(b)  Applicants who feel they have reinstatement/restoration/re-promotion rights to this grade and position should contact the Human Resources Office.
(c)  The selectee will be required to provide verification of eligibility to work in the United States. (Public Law 99-6603)
(d)  The Idaho National Guard is an Equal Opportunity employer. Selection for this position will be made without regard to race, color, religion, sex, national origin, physical handicap, sexual orientation or age which does not interfere with job accomplishment or National Guard membership. Veteran's Preference does not apply to any National Guard position. 
(e)  Relocation allowance will not be paid.  PCS allowance will not be paid.
4)  PERSONNEL OFFICER CERTIFICATION: The title, series, grade, duties and responsibilities are complete and accurate as written and a current or projected vacancy exists as advertised.




	//original signed//
						 	LEANN M. REID, MSgt, IDANG
							Human Resource Specialist (Staffing)

