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Aleda E. Lutz VAMC
1500 Weiss St.

Saginaw, MI 48602

Phone: (989) 497-2500

Fax: (989) 321-4909

http://www.saginaw.va.gov
              PROMOTION ANNOUNCEMENT
	POSITION:    
Human Resources Assistant, GS-0203-5/6
	ANNOUNCEMENT NUMBER:
MPA 09-01

	LOCATION:
Human Resources Management Service
	TOUR OF DUTY:                            

 FORMCHECKBOX 
Full Time   FORMCHECKBOX 
 Part Time  FORMCHECKBOX 
 Intermittent  



	HOURS PER WEEK:
40
	NUMBER OF POSITIONS:
1

	FOR MORE INFORMATION CONTACT:


	Laurel Simmons, HR Specialist, ext 13078

	OPENING DATE:

01/07/2009
	CLOSING DATE:

01/28/2009
	Who may apply: *see definitions
 FORMCHECKBOX 
 Saginaw VA employees    FORMCHECKBOX 
CTAP/ICTAP*
 FORMCHECKBOX 
 status eligible
*                  FORMCHECKBOX 
 interchange agreements*
 FORMCHECKBOX 
 special appt authorities *   
	Salary range:

$30,772-$44,589 pa
                 

	INTERNAL 

KSAO’S DUE:
01/28/2009
	EXTERNAL 

KSAO’S DUE:
01/28/2009
	Supervisory or Managerial Status:

 FORMCHECKBOX 
Yes    FORMCHECKBOX 
No

*A newly appointed supervisor is required to serve a 1 year probationary period. 
	Bargaining Unit Status: 
 FORMCHECKBOX 
Covered

 FORMCHECKBOX 
Not Covered
	                                          Yes  No Education Debt Reduction          FORMCHECKBOX 
   FORMCHECKBOX 

  Program Eligible
Recruitment Incentive                 FORMCHECKBOX 
   FORMCHECKBOX 

Relocation Incentive                   FORMCHECKBOX 
   FORMCHECKBOX 
                        
Relocation Expenses Auth          FORMCHECKBOX 
   FORMCHECKBOX 
  
Retention Incentive                     FORMCHECKBOX 
   FORMCHECKBOX 
                                                                  

	DUTIES:
	The incumbent performs new employee orientation and prepares documentation for processing new employees into the facility.  The incumbent ensures completeness of HR forms, job applications, and maintains applicant files.  The incumbent processes HR personnel actions and assists in all aspects of evaluation and managing the automated human resource system.  The incumbent performs work in support of recruitment and placement and provides guidance to applicants for which applications are being accepted and also the preparation of recurring and new vacancy announcements.  The incumbent will use automated software systems to collect and analyze data, prepare letters, reports, memoranda, etc in either rough draft or final form.  A qualified typist is required.  The incumbent works Monday – Friday and will be assigned to rotating tours to include 7:00am-3:30pm, 8:00am-4:30pm, 9:00am-5:30pm, or four 10-hour days (7:00am-5:30pm).  

	RATING/RANKING 

PROCEDURES:

KSAO:
[image: image3.wmf]Be sure to sign and date      every page before you submit them!

	Applicants who meet the minimum qualification requirements listed below will be further evaluated by determining the extent to which their work or related experience, education, awards, outside activities, supervisory appraisal, etc, indicate they possess the knowledge, skills and abilities (KSAO’s) of the position.  Applicants should provide clear, concise examples that show the level of accomplishment/degree to which they possess the KSAO.  Responses may be made on VA Form 5-4676a, Employee Supplemental Qualification Statement, or plain paper in narrative format addressing each KSAO.  These forms are available in the Human Resources Office, Bldg.2 or on our website, www.saginaw.va.gov.
1. Knowledge of and skill in applying an extensive body of HR rules, procedures, and operations.
2. Ability to independently plan work, resolve problems, follow through, make adjustments using established procedures, and handle problems and/or deviations that arise.

3. Ability to enter and retrieve information, analyzes factual data, and identifies the scope and nature of problems and/or deviations that arise.
4. Ability to communicate effectively both orally and in writing.

5. Knowledge of and ability to use computers and computer software/applications (Microsoft Suite) effectively.



	DEFINITIONS:

	Status Eligible:  Current Federal employees serving under a Career or Career-Conditional appointment, or former federal employees with Reinstatement Eligibility.*Special Authority Candidates: (a) Schedule A (handicapped), (b) preference eligible or veterans who have been separated from the armed forces under honorable conditions after 3 years or more of continuous active service may apply under the veterans Employment Opportunity Act (VEOA) *CTAP/ICTAP:  Individuals who have special priority selection rights under the agency career transitions assistance program (CTAP) or the Interagency Career Transition Assistance Program (ICTAP) must be well qualified for the position to receive consideration for special priority selection.  CTAP and ICTAP eligible will be considered if a rating score of 80 points or above is determined. *Interchange Agreements:  Current VCS Permanent Employees & Title 38 employees/others at 

http://www.opm.gov/employee/html/sroa2.asp#interchangeagreementswithothermeritsystem  

	EXPERIENCE AND/OR
EDUCATION REQUIREMENTS
	The following table shows the amount(s) of experience and/or education required to qualify:

                         EXPERIENCE                                or                                                   EDUCATION

Grade
GS-05
GS-06
General:
None if specialized is met.
None if specialized is met.
Specialized:
1 year equivalent to at least a GS-4
1 year equivalent to at least a GS-5
4 years above high school.
Generally not applicable.
Applicants must meet any physical, language, license, or degree requirements. Public Law 95-201 requires that persons appointed to direct patient-care positions must possess the required basic proficiency in spoken and written English. * Applicants must be citizens of the United States. *New appointees must provide proof of eligibility to work in the United States, by completing the I-9 form and supplying acceptable documentation. *If required for the position, the applicant must have a valid State licensure, registration or certification.* Applicants must not be listed on the Department of Health and Human Services (DHHS) Office of Inspector General Sanctions Database. *New appointees may be subject to a probationary/trial period. *New appointees will be subject to a background investigation to determine suitability. *Males applicants born after December 31, 1959, must certify at the time of appointment that they have registered with the Selective Service system or are exempt for having to do so under Selective Service law.* Drug Free Workplace: This position may be a Drug Testing Designated Position (DTDP) as defined in Presidential Order 12564. Applicants who refuse to be tested will be denied employment. After hire, persons employed in DTDP positions are subject to random testing for use of illegal drugs. Testing will be conducted in accordance with Department of Health and Human Services (HHS) Guidelines for Drug Testing Programs.

	HOW TO APPLY:
	  Internal Applicants:                                                            
 FORMCHECKBOX 
VA Form 4078, Application for Promotion or Reassignment     

 FORMCHECKBOX 
  KSAO’s                                                                                          


	External Applicants:
 FORMCHECKBOX 
Complete Resume or OF-612, Optional Application for Fed Employment

 FORMCHECKBOX 
OF-306, Declaration for Federal Employment                                                                                        

 FORMCHECKBOX 
Education Transcripts

 FORMCHECKBOX 
  KSAO’s                                                                                          

	
	If previously employed by the Federal government:
 FORMCHECKBOX 
Copy of last SF-50, Notification of Personnel Action

 FORMCHECKBOX 
Copy of last performance appraisal                              
	If you are claiming Veteran’s preference:
 FORMCHECKBOX 
DD214, Certificate of Release or Discharge from Active           

Duty (member copy)

 FORMCHECKBOX 
if claiming a 10 point preference, submit SF-15, Application for 10-point Preference     (submit required documentation)

	PLEASE NOTE:
	INCOMPLETE APPLICATION PACKAGES:  Failure to submit a complete application package, as stated in the announcement, will result in your application not being rated. *NO POSTAGE PAID ENVELOPE:  Applications mailed using government postage and/or internal federal government mail systems are in violation of VA and postal regulations and will not be accepted. * To receive consideration, your application package MUST BE RECEIVED in Human Resources by the closing date of the announcement.  *This announcement does not restrict management’s right to fill positions from any appropriate recruitment source.  *The list of eligible candidates resulting from the announcement may be considered for filling appropriate vacancies for 90 days on bargaining unit positions and 180 days for non-bargaining unit positions.

	WHAT TO EXPECT NEXT…
	If your application package is found to be complete, an initial review of your application or resume will determine if you meet the minimum qualifications and experience for this position.  Qualified candidates may be contacted for an interview.  However, candidates who are referred may not be called for an interview depending on the current hiring status of the facility, the availability of qualified internal candidates or candidates eligible under special hiring authorities.

[image: image4.emf]It is the responsibility of the applicant to ensure timely receipt of the application, regardless of the method used for submission.  The VA assumes no responsibility for the late delivery of applications (i.e. postal service delays, computer system or fax machine is down at the sending or receiving locations, etc).


SHELLY PULLEN
Chief, Human Resources Management Service
	EQUAL OPPORTUNITY EMPLOYER:  Procedures to fill this position will be done without regard to race, creed, sex, age, national origin, or any other non-merit factors.


