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Excepted Appointment Vacancy Announcement


U.S. Department of Transportation (DOT)



Federal Highway Administration


Student Clerk Position

Position Title:
Office Automation Clerk
Job Location:   St. Paul, Minnesota
Citizenship:      U.S. Citizenship is required.
Applications will be accepted from Students, who meet one of the following criteria:

•  Veterans:  

Veterans Recruitment Appointment (VRA) eligible applicants, will be veterans that have been honorably discharged and meet one of the following requirements:  

•  Disabled; or 

•  Who served on active duty in the Armed Forces during a war, or in a campaign or
   expedition for which a campaign badge has been authorized; or 

•  While serving on active duty in the Armed Forces, participated in a United States
   military operation for which an Armed Forces Service Medal was awarded; or 

•  Recently separated 

(See the “How to Apply” section for documentation requirements.)

30 Percent or More Disabled eligible applicants, will be veterans that have:

•  Retired from active military service with a disability rating of 30 percent or more; or 

•  Rated by the Department of Veterans Affairs (VA) since 1991 or later to include 
   disability determinations from a branch of the Armed Forces at any time, as having 
   a compensable service-connected disability of 30 percent or more. 

(See the “How to Apply” section for documentation requirements.)

•  Schedule A Appointing Authority:  

This excepted authority for people with disabilities can be used to appoint eligible veterans who have severe physical, psychological, or intellectual disability. 

(See the “How to Apply” section for documentation requirements.)

Background:  Federal Highway Administration (FHWA)

The FHWA is charged with broad responsibility of ensuring that America’s roads and highways continue to be the safest and most technologically up-to-date.  

Overview:

The Federal Highway Administration Minnesota Division office in downtown St. Paul is looking for a highly motivated student to work as an Office Automation Clerk.  This position involves clerical and administrative support to the office staff in the Administration Office.  This is a part-time position between 16 and 32 hours a week. 
· Work hours are negotiable, depending on class schedule, summer breaks, vacation, etc.

· Salary ranges from $14.21 per hour to $15.90 per hour, depending on qualifications, education and experience.

· Position will be available immediately and may continue until graduation.

· Opportunity to gain valuable experience with the Federal Government.

Summary of Duties:
· Assist Management, Engineers, Financial and Information Technology personnel on various projects, assignments and tasks.

· Basic clerical services, such as answer telephones and greet visitors, receive, process, and distribute office mail, review and prepare correspondence, photo copying, scanning and filing.

· Provide support services to the office by locating and compiling material from various sources for use by the staff.

· Maintain office file systems for materials such as reports, memoranda and correspondence.

· File and cross-references materials by subject matter, organization, codes, etc.

· Complete various commonly used forms and reports.

· May be assigned, for short periods, to perform duties of other clerical or secretarial personnel who are absent.

· Other clerical functions will be assigned as required.

Knowledge Required:

· Knowledge of the functions and procedures of general office work.

· Knowledge of general filing methods and procedures.

· Ability to follow instructions and type at least 40 words per minute.

· Familiar with and ability to use Microsoft Office (Word, Excel, Access, PowerPoint, Outlook).

Qualifications Required under the GS-0303-04 or GS-0303-05 Trainee/Intern:

Students must possess 1 year of general experience or 2 years of education above high school or associate’s degree or a qualifying combination of both experience and education.  General experience includes clerical and office duties or other work that suggests an ability to acquire particular knowledge and skills needed to perform the duties of this position.

Students:

•   Be attending the university or college on at least a half time basis (as determined by the 

university or college);
•   Qualify for appointment under the appropriate qualification standards, and meet suitability and fitness requirements for the position;

•   Be a student in good standing.
Benefits:

· Flexible work schedule

· Professional work environment

· Annual leave

· Sick leave

· Paid holidays

· Transportation subsidy
Reasonable Accommodations:

The DOT provides reasonable accommodations to applicants and employees with disabilities.  If you need reasonable accommodations for any part of the application and hiring process, please notify Terrence Beltz at Terrence.Beltz@dot.gov or at (651) 291-6116.  Reasonable accommodation decisions are made on a case-by-case basis.
Equal Opportunity Employer:
All eligible and qualified candidates will be considered regardless of race, color, religion, sex, national origin, age, disability, marital status, political affiliation, sexual orientation, or other non-merit factors.

Required Documents to Apply:
· Resume

· College Transcript (Unofficial copy is acceptable.)

· Proof of Military Service (DD214:  Certificate of Release or Discharge from Active Duty)
· VA letter (claiming a 10% or more compensable service-connected disability), if applicable

· Standard Form SF-15 (Application for 10-point Veterans’ Preference), if applicable
· Schedule A Certification Letter, if applying under the Schedule A special hiring authority
How to Apply:

Interested applicants should submit a resume and a copy of their college transcript.  Resumes must include all relevant experience, as well as information and documentation related to claimed veteran’s preference such as a copy of your DD214 and/or if you are a disabled veteran, a letter issued by the Veteran’s Administration on your disability determination and/or a completed and signed SF-15 (claim for 10-point veterans’ preference) and/or Schedule A Certification letter.  To be considered for Schedule A Appointing Authority, a current Schedule A Certification letter (proof of your disability) is required and may be obtained from a vocational rehabilitation counselor, licensed medical practitioner, or representative from an agency that issues disability benefits.  For information on Special Hiring Authorities for Veterans, visit:  http://www.fedshirevets.gov/job/shav/index.aspx.  
Please forward your application materials by October 31, 2012 via email to Terrence Beltz at terrence.beltz@dot.gov.  In the subject line, indicate Student Clerk Position.  He can be reached at 651-291-6116 or via email for more information.  For more information on FHWA:  http://www.fhwa.dot.gov.
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