Special Appointing Authority Vacancy Announcement
U.S. Department of Transportation (DOT)

Federal Highway Administration (FHWA)

Position Title, Series, and Grade:
Administrative Specialist, GS-301-09
Salary Range:


GS-7:  $41,716.00 to $54,226.00

GS-9:  $51,027.00 to $66,332.00
Job Location:



Vancouver, Washington
Citizenship:



U.S. Citizenship is Required

Number of Positions:

1

Type of Appointment: 

Permanent, Fulltime
OPEN PERIOD:  May 28, 2015 to June 12, 2015
WHO MAY APPLY:  Applications are being accepted from qualified individuals who are eligible under one of more of the following special hiring authorities:  

- Schedule A, 213.3102 (u) for persons having a disability; or
- Individuals eligible under the Veterans’ Recruitment Appointment authority (See the VetGuide at http://www.fedshirevets.gov/hire/hrp/vetguide/index.aspx for details); or
- 30% or more disabled veterans.

Overview:  

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.    This position is located in the Construction Branch of a Federal Lands Highway (FLH) Division which is part of the Federal Highway Administration. 

The Western Federal Lands Highway Division (WFLHD) operates as part of the Federal Lands Highway Program, serving the needs of Oregon, Washington, Idaho, Montana, Alaska, and Yellowstone and Grand Teton National Parks in Wyoming.  The employee is a member of the Administrative Services Team in the Office of Program Administration in Western Federal Lands Highway Division (WFLHD) with responsibility for managing a variety of Administrative tasks.


Primary Duties: 
· Manages the issuance and updates of the Administrative Procedures Manual, coordinating updates with the authors of the individual chapters and suggesting editorial and formatting changes as needed.  
· Coordinate contractor security background clearances.  Responsible for communicating security requirements, forms, and procedures with contractors to assure all forms are completed accurately.
· Responsible for enrolling, activating, and provision PIV cards for WFLHD employees and contractors. 
· Assists the Freedom of Information Act (FOIA) Officer with analyzing and evaluating requests to determine eligibility for release of information.  
Qualifications:

Experience:

One year of specialized experience equivalent in level of difficulty and responsibility to that of the next lower grade level.  Specialized experience must be experience that has equipped you with the particular knowledge, skills, and abilities to perform successfully the primary duties mentioned above, and that is typically in or related to the work of the position to be filled.  To qualify on experience, your experience should include at least one full year of experience equal or equivalent to the following:   
At the GS-07 level:
· Experience reviewing and relaying information, reporting on progress or status, documenting and annotating files, and 

· Experience with a variety of microcomputer software programs, such as Word, Access and Excel.
At the GS-09 level:

· Experience applying analytical and evaluative techniques to resolve issues or problems.
Additional information on the qualification requirements can be found at Administrative & Management Positions. 

Government Travel Card Requirement: You must be able to obtain and retain a Government contractor-issued travel card to be used for official business as a condition of employment. If unable to obtain and/or retain a card, you may be subject to removal. Those who fail to meet this condition of employment will have our offer of employment rescinded.

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 Alycia Andrews, Human Resources Specialist, at alycia.andrews@dot.gov or at (720) 963-3061.  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.

HOW TO APPLY

BASIC APPLICATION MATERIALS (ALL APPLICANTS):

-Resume  

-College transcript (Unofficial copy is acceptable.)
-Veterans’ preference documentation, if claiming veterans’ preference (See the VetGuide at http://www.fedshirevets.gov/hire/hrp/vetguide/index.aspx for details.)

AND 

SPECIAL APPOINTING AUTHORITY DOCUMENTATION: 

1. If applying under the Schedule A, 213.3102(u), the special hiring authority for individuals with a disability, applications must be accompanied by a current Schedule A letter from a vocational rehabilitation counselor, licensed medical practitioner, or representative from an agency that issues disability benefits. Visit http://www.drc.dot.gov/employment.htm for guidance and other helpful information.
AND/OR

2. Those applying for consideration under the Veterans’ Recruitment Appointment (VRA) authority or the 30% disabled Veterans’ hiring authority must provide veterans’ preference documents to support your program eligibility.  These may include the DD214 showing dates and character of service (member copy 4), a VA letter, if claiming a 10% or more compensable service-connected disability, and/or a completed and signed SF-15 (claim for 10-point veterans’ preference) showing type of preference claimed, and supporting documentation as specified on this form. For information on veterans’ preference and veterans’ hiring authorities, visit:  http://www.fedshirevets.gov/hire/hrp/vetguide/index.aspx 

SUBMIT YOUR APPLICATION:

Please forward your application materials (see above) no later than 4:00 p.m. (MST), June 12, 2015 to Alycia Andrews, Human Resources Specialist at alycia.andrews@dot.gov or by fax to (720) 963-3041.  In the subject/attn: line, please be sure to include the title, series and grade of the position.  In addition, please state how you heard about this vacancy. 
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