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

Federal Highway Administration (FHWA)

Position Title, Series, and Grade:
Administrative Support Assistant, GS-303-07
Salary Range:


GS-07:  $41,631.00 to $54,124.00
Job Location:



Lakewood, Colorado
Citizenship:



U.S. Citizenship is Required

Number of Positions:

1

Type of Appointment: 

Permanent, Fulltime
OPEN PERIOD:  April 8, 2013 through April 15, 2013
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 at the Federal Highway Administration (FHWA), Resource Center in Lakewood, Colorado.  The purpose of this position is to serve as the Administrative Support Assistant to the Resource Center Director.  The position will also provide administrative support to the Technical Service Team Managers located in the Lakewood site.  The incumbent will provide a variety of administrative support services in the areas of correspondence, travel, budge, conference planning, procurement, timekeeping and training. 

Primary Duties: 
· Assists in pulling information for preparation of the annual budget for the Resource Center Director.  Monitors and tracks obligations/expenditures based on report data available from the fiscal accounting system.

· Serves as the Travel Coordinator for Resource Center Director sponsored conferences, meetings, and workshops.  This may include the following: determining range of dates to convene the meeting based on participants' schedules and availability of keynote speakers; arranging for the facility/space including using the Internet to research hotels/facilities outside the local area and visiting local hotels/other available conference facilities to evaluate meeting rooms, lodging, transportation accessibility.


· Assists in maintaining the budget for the Resource Center Director.  Provides coordination, communication, and quality control for numerous program funding sources for Resource Center teams.  Assists the Team Managers to reorganize and select the correct source for each obligation; communicate funding decisions to the teams; and, prepares a variety of graphs and reports to administrative personnel on funding sources for meeting source-specific requirements or following the procedures of the specific administrative office.  Monitors and tracks obligations/expenditures based on fiscal reports furnished by the RC Administrative Team, and assists this team and the Team Leaders with budget reconciliation.

· Provides assistance in the preparation of individual performance plan documents and award forms, narrative justifications, and letters. Distributes and files documents, letters and materials. Periodically purges office files, establishes new files, and transfers records/files to the National Archives and Records Administration. Maintains confidentiality of proprietary and private personnel information.

· Prepares procurement requests for the Director. This includes conference/meeting room rentals, equipment rentals, group lodging; and, authorized food and refreshments for training sessions and meetings; registration fees for training courses and conferences; software; publications; equipment and professional services.  Ensures use of proper accounting citation and object class for all procurement documents.  Independently establishes material requirements for conferences and meetings.
· Serves as timekeeper for the Resource Center Director’s direct reports..  Receives and process leave requests from team members.  Prepares time and attendance documents in the assigned CASTLE timekeeping group. 

· The incumbent may be called upon to provide routine administrative support in support of the Resource Center Lakewood location and to other Resource Center employees who are organizationally assigned to the Resource Center Director.
· Assists in compiling information for input into the Resource Center annual training plan. 
· Answers telephones and receives office visitors. Responds personally to procedural and program matters of a non-technical nature and refers other matters to the appropriate individual/office. Receives, reviews, and accurately distributes incoming mail, including official electronic mail. Maintains schedule/travel information for the Resource Center Director and Team Leaders. Serves as timekeeper for assigned Integrated Personnel/Payroll groups.

Qualifications:

To view the complete education requirements for administrative positions go to: http://www.opm.gov/qualifications/standards/group-stds/gs-cler.asp
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:   
To qualify at the GS-07 level based on experience, you must have one year of specialized experience equivalent to the following:
· Experience with Administrative Assistant functions such as: travel documentation preparation, time and attendance, using various automation systems and software packages, arranging meetings and conferences, drafting or tracking correspondence and; 
· Experience using various automation systems and software packages to run reports and queries, compose and edit correspondence, and/or assist with budget.  
Government Travel Card Requirement: You must be able to obtain and retain a Government 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 Bresina, Human Resources Specialist, at alycia.bresina@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.dot.gov/drc/employment-people-disabilities 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), April 15, 2013, to Alycia Bresina, Human Resources Specialist at alycia.bresina@dot.gov or by fax to (720) 963-3041. Failure to submit any of the required documents by the closing date of the vacancy will result in your removal from consideration for this position.  In the subject/attn: line, please be sure to include the title, series, grade, and location of the position. In addition, please state how you heard about this vacancy. 
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