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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
Due to the Temporary nature of this position, no benefits will be offered.

	POSITION:
Patient Services Assistant, GS-303-4/5/6

	ANNOUNCEMENT NUMBER:
MPA# 11-69

	LOCATION:
Patient Administration Service
Traverse City
	TOUR OF DUTY:                            

 FORMCHECKBOX 
Full Time   FORMCHECKBOX 
 Part Time  FORMCHECKBOX 
 Intermittent   FORMCHECKBOX 
 TEMPORARY
Not to exceed 1 year

	HOURS PER WEEK: 
40
	NUMBER OF POSITIONS:
1

	FOR MORE INFORMATION CONTACT:

Rick Davila

989/497-2500 x 13086


	

	OPENING DATE:
10/31/2011
	CLOSING DATE:

11/14/2011
	Who may apply: *see definitions
 FORMCHECKBOX 
 Saginaw VA employees    FORMCHECKBOX 
CTAP/ICTAP*
 FORMCHECKBOX 
 status eligible
*                  FORMCHECKBOX 
 interchange agreements*

 FORMCHECKBOX 
 special appt authorities *   
	Salary range:

$27,990 - $45,376 pa

	INTERNAL 

KSAO’S DUE:
11/21/2011
	EXTERNAL 

KSAO’S DUE:

11/14/2011
	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 serves in an Administrative Support capacity at Saginaw VA Medical Center.  Patient Services Assistant is assigned to the Admitting/Outpatient/Primary Care area performing a variety of administrative and clerical duties associated with screening, advising, and assisting veterans and other beneficiaries seeking and receiving medical treatment.  Acts as an assistant to professional staff, ensuring clinical staff are relieved of administrative duties.  Acts as liaison between clinical staff members and assists them in coordinating patient care.  Assistants may be assigned to work a specific window or area, but are required to be efficient in all areas, and rotation will be expected.

	RATING/RANKING 

PROCEDURES:

KSAO:
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	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.30 or on our website, www.saginaw.va.gov.
1. Experience in a clinic setting responsible for scheduling within a network of entitlement regulations, i.e. veteran benefits for healthcare services; travel reimbursements to include but not limited to Federal laws, current and amended agency regulations, and hospital policies.
2. Knowledge of medical terminology, abbreviations and symbols used to verify and carry out Physician's orders using an electronic medical record (Computerized Patient Record System); and relay information to other members of the health care team. Describe your experience where you used medical terminology.
3. Ability to type (40) words per minutes); knowledge and experience using a personal computer with multiple hardware/software programs for entering information, scanning and uploading documents.
4. Ability to communicate orally in an effective manner with persons of diverse backgrounds, education levels and levels of understanding.
5. Ability to establish priorities, work independently with attention to detail and manage time in a busy clinic setting.
6. Knowledge of privacy regulations, i.e. Privacy Act (PA), Freedom of Information Act (FOIA), and Health Insurance Portability and Accountability (HIPPA).

	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) veterans recruitment appointment (VRA) eligible. *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
	OPM Qualifications Standards for Clerical and Administrative Support positions may be reviewed in the Human Resources Management Service. Candidates will be rated and ranked according to Attachment A, Rating and Ranking Procedures for General Schedule Positions, Medical Center Memorandum No. 05-10, dates May 2010.

                         EXPERIENCE                                or                                                   EDUCATION

Grade

GS-4
_________

GS-5

GS-6

General:

Progressively responsible clerical, office, or other work that indicates ability to acquire the particular knowledge and skills needed to perform the duties of this position.
______________

One (1) year of specialized experience equivalent to the next lower grade (GS-4).  Time-in-grade requires one (1) year at the GS-4 Level.
One (1) year of specialized experience equivalent to the next lower grade (GS-5).  Time-in-grade requires one (1) year at the GS-5 Level.

Specialized:

None

_______________________________
Combining Education and Experience: Equivalent combinations of successfully completed post-high school education and experience may be used to meet total experience requirements at grades GS-5. 

Specialized Experience: Experience that equipped the applicant with the particular knowledge, skills, and abilities (KSA's) to perform successfully the duties of the position, and that is typically in or related to the position to be filled. To be creditable, specialized experience must have been equivalent to at least the next lower grade level. Applicants, who have the 1 year of appropriate specialized experience, are not required by this standard to have general experience, education above the high school level, or any additional specialized experience to meet the minimum qualification requirements. An example is having more than One (1) year as an Office Assistant at a Doctor Office.

Experience that equipped the applicant with the particular knowledge, skills, and abilities (KSA's) to perform successfully the duties of the position, and that is typically in or related to the position to be filled. To be creditable, specialized experience must have been equivalent to at least the next lower grade level. Applicants, who have the 1 year of appropriate specialized experience, are not required by this standard to have general experience, education above the high school level, or any additional specialized experience to meet the minimum qualification requirements. An example is having more than One (1) year as a Medical Receptionist.

Successfully completed education above the high school level in any field for which high school graduation or the equivalent is the normal prerequisite is creditable at grades GS-4. This education must have been obtained in an accredited business, secretarial or technical school, junior college, college or university. 
_______________________

Successfully completed education above the high school level in any field for which high school graduation or the equivalent is the normal prerequisite is creditable at grades GS-3 through GS-5. This education must have been obtained in an accredited business, secretarial or technical school, junior college, college or university. One year of full-time academic study is defined as 30 semester hours, 45 quarter hours, or the equivalent in a college or university, or at least 20 hours of classroom instruction per week for approximately 36 weeks in a business, secretarial, or technical school.
 

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 VA Form OF-612, Optional Application for Federal Employment

 FORMCHECKBOX 
VA Form OF-306, Declaration for Federal Employment                                                                                        

 FORMCHECKBOX 
OFFICIAL COPIES of your education transcripts, or a dated  receipt that demonstrates you ordered  them

 FORMCHECKBOX 
 KSAO’s

 FORMCHECKBOX 
VA Form 10-0459, Release of Information

 FORMCHECKBOX 
Three LETTERS of professional reference, dated within the last six months                                                                                     

	
	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 4 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 4:30PM (EST) of 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.

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).
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ED LESKO
Acting Human Resources Officer

	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.


