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

Federal Highway Administration (FHWA)

Position Title, Series, and Grade:
Financial Technician, GS-0503-06
Salary Range:


GS-06:  $34,907.00 to $45,376.00
Job Location:



Springfield, Illinois
Citizenship:



U.S. Citizenship is Required

Number of Positions:

1

Type of Appointment: 

Permanent, Fulltime
OPEN PERIOD:  December 10, 2012 to December 21, 2012
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.    
The Financial Technician is primarily responsible for preparing and reviewing fiscal transactions, maintaining fiscal records, reconciling discrepancies, preparation of recurring and special fiscal statements, reports, and analysis. This includes processing FMIS transactions through the Electronic Data Sharing and the Electronic Signature (EDS/EI) procedures. The employee in this position reviews State and Division fiscal operations and provides fiscal information to both Division and State personnel. The employee also performs operations to enter, modify, retrieve, delete, and reconcile data in the Fiscal Management Information System (FMIS). Other duties will include Training coordinator, and backing up administrative personnel as needed.

The ideal candidate for this position would be proficient in using financial accounting systems, and reconciling financial transactions.

Primary Duties: 
· Performs a variety of financial and administrative duties in various financial management systems (including, but not limited to, FMIS, Delphi, Travel, Procurement, Time and Attendance).
· Prepares a variety of reports and reconciles financial source documents using various FHWA’s automated financial systems.

· Conducts comprehensive reviews of financial project documents. Resolves complex issues or problems with State and local government agencies prior to supervisor approval.

· Maintains and manages project files as well as an apportionment/allocation file of each class of funds, and extracts data and information from files in response to inquiries from State and Federal government agencies. 

· Greets visitors, receives calls from internal and external customers and determines the nature of request to direct calls to appropriate staff.
Qualifications:

Tom meet the minimum qualifications for this position, you must meet the experience qualifications for the grade at which you are requesting consideration.
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-06 level based on experience, you must have one year of specialized experience equivalent to the following:
· Experience using financial systems to prepare financial reports and/or reconcile or research financial transactions.
Education cannot be substituted for required specialized experience at the GS-06 grade level.
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 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), December 21, 2012, to Alycia Bresina, Human Resources Specialist at alycia.bresina@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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