Announcement Number: Reg 9-MP-2008-0064

Vacancy | nformation

Announcenent Nunber: Reg 9- MP-2008- 0064

Vacancy Description: Secretary (OA), GS-318- 7/8/9 (MIS)

Open Period: Mon Jun 09 00: 00: 00 EDT 2008 - Fri Jun 20 00: 00: 00 EDT 2008
Series/ Grade: GS-0318 -07/09

Sal ary: $43,117.00 TO $68, 568. 00

Pronotion Potential: 09

Duty Locations: 1 vacancy in San Francisco County, CA

Addi ti onal Information

VWho May Apply:
This merit pronotion announcenent is open to current pernanent EPA,
Regi on 9 enpl oyees only.

Job Sunmary:

Wul d you like a new challenge? |f so, consider

this position and beconing a | eader in a senior admnistrative
posi tion.

TH S IS A TEMPORARY PROMOTI ON OPPORTUNI TY NOT- TO- EXCEED 4 MONTHS.
If applicable, the tenporary pronoti on may be extended beyond the
4 nonths or made permanent w thout further conpetition. In
addition, the pronotion may be terminated at any tine based upon
assi gnnent needs.

This position is | ocated in Mangenment and Techni cal Services
Di vision, Inmediate Ofice, San Francisco, CA

Key Requirenents:

* Uni on: None

* Medical Monitoring: NO

* Drug Testing: NO

* One Year Probationary Period: NO (unless applicable)
* Financial D sclosure: NO

* Position Sensitivity Level: Nonsensitive

Position I nformation:
Full Tinme
Tenporary NTE: 4 Months

Maj or Duti es:
DUTI ES AND RESPONSI BI LI TI ES AT THE GS-09 LEVEL:
Serves as the personal and confidential assistant to the Managenent
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and Technical Service Division Director, Deputy Director and

Pl anning Director. The incunbent works closely with the Director
Deputy Director, Planning Director and other managers on sensitive,
progranmmatically conplex and divisionally inportant issues and

proj ects. Manages the Director's, Deputy Director's and Pl anning
Director's cal endars of activities which includes prioritizing
activities and events, coordinating travel arrangenents, and naking
deci sions concerning their availability. |ncunbent provides

| eadership to administrative support staff throughout the division
to ensure coverage for adnministrative operations and appropriate
application of adnministrative office procedures, requirenents,
instructions, and policies. Incunbent maintains an awareness of
priority divisional prograns and of problens and issues which are of
i mportance to the Director. Incunbent screens calls and personally
answers calls or refers callers to division staff menbers. Uilizes
a wide variety of office automati on software and web-based systens
such as CGovTrip, Webforms, PeoplePlus, Lotus Notes, M5 Wrd, Exce
and Powerpoint to conmunicate via enmail, maintain cal endars and
prepare a variety of docunents, reports, outlines, charts, and
presentations. Prepares the weekly report for submittal to the

Regi onal Adnministrator's office. Makes all necessary trave
arrangenents for the Director and Immediate Office staff. Mintains
time and attendance cards and reports for the Imediate Ofice and
ot her assigned offices. Provides administrative support to the

O fice of the Director in the preparation of various requests for
admini strative services. Perfornms other duties as assigned.

Qualifications and Eval uati ons:

TYPI NG SPEED REQUI REMENT
At a mninmum applicants nust be able to type 40 words per m nute.

QUALI FI CATI ON REQUI REMENTS

Applicants nust neet the specialized experience requirenents,

i ncluding any sel ective placenment factor(s), described in this
announcenent and U S. Ofice of Personnel Managenent's Qperating
Manual for Qualifications Standards

(wwwv. opm gov/ qual i fications/index.htn). Federal enployee
applicants nmust also neet all applicable eligibility requirenments
(e.g. qualification, tine-in-grade and time-after conpetitive
appoi ntment requirenents) within 30 cal endar days of the closing
date of this announcenent. Part-tine experience is prorated in
crediting experience (e.g., if you work 20 hours per week for 12-
mont hs period you will be credited with 6 nonths of experience).
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SPECI ALI ZED EXPERI ENCE

GS-07: M nimum qual i fying experience is one year of full-tine
experience equivalent to the G5-06 level in the federal service
whi ch included perform ng office managenent functions (e.g.
schedul i ng appointments, directing visitors and callers, making
travel arrangenents, utilizing office automation technol ogy).

GS-08: M nimum qual i fying experience is one year of full-tine
experience equivalent to the G5-07 level in the federal service
whi ch included serving as a secretary utilizing office managenent
know edge, skills and abilities to perform assignnents such as
listed above. In addition to the specialized experience |isted
above at the GS-07 level, experience should also include providing
| eadership to other adm nistrative support enployees in
acconpl i shing work within the organization

GS-09: M ninmum qualifying experience is one year of full-time
speci al i zed experience equivalent to the GS-8 level in the federa
service perform ng office managenent functions (e.g., scheduling
appoi ntnments, directing visitors and callers, making travel
arrangenents, utilizing office autonmation technology, etc.), within
a |l arge organization, and applying a high |evel of judgnent in
providing | eadership to adm nistrative support staff to ensure
appropriate application of adm nistrative office procedures,

requi renents, instructions, and policies.

There is no allowable substitution of education for experience at
the GS-7, GS-8 and GS-9 grade |evels.

The assessnent questionnaire is designed to assess your ability to
denonstrate the foll ow ng:

- Ability to communicate both orally and in witing.

- Skill in office automation technol ogy.

- Know edge of administrative policies and procedures such as tine
keepi ng, travel, etc.

- Skill in customer service.

How You WII Be Eval uated

Applicants will be rated on the extent and quality of experience,
education, and training relevant to the duties of the position
Eligible applicants will receive a nunerical rating based on their
responses to the application questions for this position subnitted
on-line via USAJOBS. These responses nust be substantiated by your
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on-line resune. Applicants who do not respond to the application
guestions may be rated ineligible.

How to Apply:

Resune and application questions for this vacancy MJST be

received on-line via the ww. usaj obs. opm gov web site BEFORE

m dni ght Eastern Tine on the closing date of this announcenent. |If
you fail to subnmit a COWLETE online resune, you WLL NOT be
considered for this position. Paper applications WLL NOT be
accepted and requests for extensions WLL NOT be granted. | f
appl yi ng online poses a hardship to any applicant, the servicing
Human Resources O fice listed on the announcenent will provide
assistance to ensure that applications are subnitted online by the
closing date. Applicants MJST CONTACT the servicing Human Resources
Ofice PRIOR TO THE CLOSI NG DATE to speak to someone who can provide
assi stance for online subm ssion.

Pl ease do not subnmit any additional documentation which has not been
requested in this announcenent. For exanple, do not submt copies of
resune, performance appraisals, awards, training certificates,
writing sanples, or any other non-requested materials.

VHERE TO OBTAI N MORE | NFORMATI ON
You may search www. usaj obs. opm gov or you rmay call our office at
(415) 972-3817.

Requi red Docunents:
There are no required docunents for this announcenent.

What to Expect Next:

Once your conplete application is received, we will conduct an
eval uation of your qualifications and deternine your ranking. Al
applicants will be notified of the final status of this vacancy
announcenent through e-nmil

Benefits:
Al benefits remain the sane.

Addi tional Information

PROMOTI ON POTENTI AL:

The hi ghest grade (full performance level) of this positionis GS
9. The position may be filled at either the GS-7, GS-8, or GS-9
grade level. The prinmary difference between grade levels is the
degree of supervision, the level of training and gui dance provided
and the complexity of assignnment. A person selected at the GS-07 or
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GS-8 grade |l evels may be pronoted progressively to the ful
performance | evel of GS-9 without further competition

RELCOCATI ON EXPENSES

Travel , transportation, and relocation expenses will not be paid by
the Agency. Any travel, transportation, and rel ocation expenses
associated with reporting for duty in this position will be the
responsibility of the sel ected candidate.

Important! Al the information you provide may be verified by a review of the
wor k experi ence and/or education as shown on your application forns, by
checki ng references and through ot her neans, such as the interview process.

Any exaggeration of your experience, false statenents, or attenpts to concea
i nformati on may be grounds for not hiring you, or for firing you after you
begi n wor k.

Pl ease make sure that you have attached your resume. You will be disqualified
fromconsideration if your resume has not been subnitted before this vacancy

cl oses.

Pl ease renmenber to send all supporting docunentation to the HR office for
proper consideration.

Thank you for your interest in working for Environnmental Protection Agency

Applicant's Signature Dat e Application Conpleted

Applicant's Nane Printed



