ARMY TECHNICIAN VACANCY ANNOUNCEMENT

IDAHO NATIONAL GUARD
HUMAN RESOURCE OFFICE
4794 GEN MANNING AVE., BLDG 442
BOISE, IDAHO 83705-8112

IDAHO ARMY NATIONAL GUARD TECHNICIAN VACANCY

http://inghro.idaho.gov


ANNOUNCEMENT NUMBER:   14-112

OPENING DATE:   30 OCTOBER 2013

CLOSING DATE:    02 DECEMBER 2013 

***APPLICATIONS MUST BE RECEIVED NLT 11:59 PM (MST) ON THE CLOSING DATE***

POSITION:  HUMAN RESOURCES ASSISTANT

[bookmark: _GoBack]TENURE: INDEFINITE

UNIT/LOCATION: G1 – BOISE, IDAHO

AREA OF CONSIDERATION:  CURRENT MEMBERS OF THE OF THE IDAHO ARMY NATIONAL GUARD OR THOSE ELIGIBLE TO BECOME A MEMBER.  

MILITARY REQUIREMENTS:   ENLISTED

MOS: 42A

PAY PLAN: GS-0203-07


-------------------------------------------------------------------------------------------------------------------------------------
ELIGIBILITY REQUIREMENTS:

*Candidates may have to obtain and maintain a Secret Security Clearance*
*PCS is not authorized*
MEMBERSHIP IN THE ARMY NATIONAL GUARD IS REQUIRED:  This is an Excepted Service position that requires membership in the Idaho Army National Guard as a condition of employment.  Selectee will be required to wear the military uniform.  Acceptance of an Excepted Service position constitutes concurrence with these requirements as a condition of employment.  Loss of military membership will result in immediate loss of your full-time military technician position.
In accordance with the Labor Management Agreement, Article 18, Promotions: 
Area of Consideration
The area of consideration for all Idaho National Guard bargaining unit positions will be as follows: 
(1)   Bargaining unit members
 (2)   All other individuals
This does not preclude management from selecting either Section (1) or Section (2) applications after Section (1) applicants have been considered.  
 We are currently not accepting on-line applications.  Please use the following information to submit your application:
- By Mail or Hand Deliver to:
  Idaho National Guard
  Human Resource Office/Staffing
  4794 Gen Manning Ave,  Bldg 442
  Boise, Idaho   83705-8112
- Email or Fax requires prior approval from the HR Staffing Specialist for each application submitted.


-------------------------------------------------------------------------------------------------------------------------------------------
HOW TO APPLY:  

Applications will not be accepted in binders or document protectors.  All applicants must submit the following documents which are mandatory for evaluation:

1.  Your signed Resume or OF 612
2.  ALL DD214s
3.  Explanation of Specialized experience
4.  Other documents specified in the Required Documents section, if any are listed
5.  SF Form 181 (optional)  (This form is needed for historical purposes only.)

APPLICATION PACKAGES

After the position closing date, your application will be reviewed in full.  If qualified your application will be forwarded to the hiring official.  If further evaluation or interview are required you will be contacted.


DUTIES AND RESPONSIBILITIES:

The purpose of this position is to serve as the final reviewer and procedural authority of personnel actions submitted to the MILPO by lower echelons.  Work is to be performed in one or more of the following work areas: Personnel Systems Management, Officer or Enlisted Personnel Management (OPM, EPM), Retirement Points Accounting Management (RPAM), Selected Reserve Incentive Program (SRIP), Montgomery G.I. Bill, Physical Disability Evaluation System (PDES), Incapacitation Pay (INCAP), Mobilization (MOB)/Demobilization (DEMOB), TRICARE, Military Medical Support Office (MMSO), Line of Duty (LOD) investigations, and Funeral Honors/Casualty Assistance.

b.  DUTIES AND RESPONSIBILITIES:

(1)  Serves as a final reviewer and/or processor of actions, which may include but are not limited to: accessions, discharges/separations, promotions, awards, reductions, transfers, boards, Non-Commissioned Officer Evaluation Reports (NCOERs), Office Evaluation Reports (OERs), promotion eligibility, Simultaneous Membership Program (SMP), discharges, waivers, award/withdraw, Military Occupational Specialty (MOS), retirement eligibility, iPERMS, RCAS, eMILPO, SIDPERS, DJMS, DMDC, CAC Automation,TAPDB-G, DSRO, and any additional or emerging systems that support personnel management and actions that affect eligibility of educational or incentive benefits as well as sensitive, complex cases, which involve:  Allegations of inequitable, prejudiced, or similar treatment (e.g. issues of fraudulent enlistment or assignment; removal of military member from active or inactive status).  Cases have major effects on career or service as they may result in unfavorable career separation or loss of status.  Performs final review on file prior to review and action by a board, action officer, or others and ensures that all levels of legal, medical, and administrative review have been completed.  Summarizes salient facts and issues; analyzes case information; outlines options; and recommends appropriate action.  Ensures that regulatory requirements related to the specific action are met. Participates in SRP and command inspection program. Identifies gaps or inconsistencies in records and initiates action or interviews personnel to obtain needed data. Participates in unit Soldier Readiness Processing (SRP) for those units whose service members are being mobilized to active duty. Performs personnel and administrative actions related to deployment manning documents.  Supports reorganization/activation/deactivation. Reviews and processes requests for retention beyond mandatory removal date and evaluation reports. 

(2)  Researches and obtains all necessary, relevant information regarding cases and issues and provides explanations and interpretations of rules, regulations, procedures, and requirements pertaining to actions taken or recommended.  Drafts or prepares related correspondence for appropriate signature and enters data in automated systems, as needed.  Retrieves data from information sources, both manual and electronic, for use in answering questions, responding to correspondence, or preparing reports or briefings. Prepares General Officer nomination packet.  Ensures completeness and proper forwarding of records to appropriate board. Processes Officer over strength/additional Table of Distribution and Allowances (TDA) authorizations. Provides advice, guidance, and training to other personnel on actions in areas of expertise, as well as, advice, instructions, training, and interpretations, as needed, to lower echelons. 
 
(3)  If serving as the primary assistant to the Military Funeral Honors or Casualty Assistance programs then you serve as the primary point of contact, coordinator, and advisor for questions regarding Military Funeral Honors and/or Casualty Assistance.  Provides advisory services to family members of deceased military members (current and former) and serves as a liaison between the family and funeral directors and their assistants, Veterans Services Organizations, Veterans Affairs Offices, National Guard Bureau (NGB), Regional Casualty Assistance Coordinator (CAC), and other military services and/or members.  Provides assistance to the family members by advising them of the deceased member’s entitlements and provides information or assistance with filling out any required forms.  Maintains files and libraries of current funeral/casualty material including policies, procedures, and guidance from Department of Defense (DoD), NGB, Regional CAC, and the Veterans Administration.  Coordinates with the Regional CAC, Funeral Home, Honor Guard, supporting military unit, and each Casualty Assistance Officer/Casualty Notification Officer (CAO/CNO) to ensure all requests for funerals and casualty assistance are supported.  Collects data from various sources for statistical purposes regarding Funeral Honors and Casualty Assistance, which may also be used to project budgetary requirements.  Coordinates with NGB and Regional CAC for assistance and support in the conduct of training in the program.

(4)  Performs other duties as assigned.

QUALIFICATIONS REQUIRED:
GENERAL EXPERIENCE:
Work performing clerical, assistant, or technical work which requires knowledge of the procedures, established guidelines, and techniques involved in carrying out the work of the organization.

Administrative or clerical experience, education, or training which demonstrates the candidate’s ability to perform the duties of the position. Experience using computer and automation systems. 
EDUCATION REQUIREMENTS:
No special education requirements are needed for this position.
SPECIALIZED EXPERIENCE:
Within your application package, you must explain how you gained the specialized experience required for this position.  Applicants applying at the GS-07 level must have at least 12 months experience in the interpretation and application of regulations, procedures or laws.  Experience that provided a working knowledge of administrative functions.  Experience performing personnel transactions.  Experience working independently and setting priorities with very little supervisory control.  
HOW YOU WILL BE EVALUATED:
SUBSTITUTION EDUCATION FOR SPECIALIZED EXPERIENCE:
Study successfully completed in a college, university, technical or vocational school may be substituted for experience at the rate of one year of study (30 semester hours or 20 classroom hours of instruction per week) for 6 months of experience.  Courses must be directly related to the work of the position.
(Proof of education must be submitted with application package)
SPECIAL INFORMATION:
Idaho National Guard Mission Statement:
The incredible versatility of the National Guard enables its troops to respond to domestic emergencies, combat missions, counterdrug efforts, reconstruction missions and more—all with equal speed, strength and efficiency.
Whether the call is coming from the Governor of the State of Idaho or directly from the President of the United States, Guard Soldiers and Airman are always ready and always there.
 
Selectee will be required to participate in the Direct Deposit Funds Transfer Program.  
 
This is a dual-status position and membership in the Idaho Army National Guard is required.  By submitting this application you are affirming to the validity of the information you have provided.
 
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)
Acceptance of any military technician position over 179 days will cause termination of entitlement and eligibility for all bonuses and student loan repayments effective the date of employment.  This does not affect Montgomery GI Bill eligibility.  Payments of Selected Reserve reenlistment bonuses authorized in section 308b of title 37, United States Code, to Military Technicians (Dual Status) who become eligible for reenlistment while serving on active duty in Iraq, Afghanistan or Kuwait in support of Operation Enduring Freedom or Operation Iraqi Freedom (in theater) are excluded from repayment.  Acceptance of any military technician position may affect your incentive bonus.  Check with your incentives manager to see if this applies to the incentive you received. 
Applicants who feel they have reinstatement/restoration/re-promotion rights to this grade and position should contact the Human Resources Office. 
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 or age which does not interfere with job accomplishment or National Guard membership. Veteran's Preference does not apply to any National Guard position. 


BENEFITS:
BENEFITS:
The Federal government offers a number of exceptional benefits to its employees.  The following WEB addresses are provided for your reference to explore the major benefits offered to most Federal employees.  
Flexible Spending Accounts: 
The Federal Flexible Spending Accounts Program (FSAFeds) allows you to pay for certain health and dependent care expenses with pre-tax dollars.  For additional information, visit:  https://www.fsafeds.com/fsafeds/index.asp
Health Insurance:
The Federal Employees Health Benefits Program (FEHB) offers over one hundred optional plans.  For additional information visit:  http://www.opm.gov/insure/health/index.asp
Leave:
Most Federal employees earn both Annual and Sick Leave.  For additional information visit:  http://www.opm.gov/oca/leave/index.asp
Life Insurance:
The Federal Employees Group Life Insurance Program (FEGLI) offers: Basic Life Insurance plus three types of optional insurance, for additional information visit:  http://www.opm.gov/insure/life/index.asp
Long Term Care Insurance:
The Federal Long Term Care Insurance Program (FLTCIP) provides long term care insurance for federal employees and their parents, parents-in-law, step parents, spouses and adult children.  For additional information visit:  http://www.ltcfeds.com
Retirement Program:
Almost all new employees are automatically covered by the Federal Employees Retirement System (FERS).  FERS is a three tiered retirement plan.  The three tiers are:  Social Security Benefits, Basic Benefit Plan and the Thrift Savings Plan (TSP).  For additional information visit:  http://www.opm.gov/retire/index.asp
AGENCY CONTACT INFO:
YVONNE M. HOWARD
Phone: (208)422-3343
Email: YVONNE.HOWARD@ANG.AF.MIL
Agency Information:
Idaho National Guard
JFHQ-ID/J1HR
ATTN Staffing Specialist
4794 Farman St Bldg 442
Boise, ID
83705-8112
USA

