Excepted Service Appointment Announcement

People with Disabilities and Veteran Preference Eligibles

U.S. Department of Transportation (DOT)

Federal Highway Administration (FHWA)

Position Title, Series, and Grade:
Paralegal, GS-0950-09/11/12 
Salary Range:



$51,630 - $97,333 per year
Promotion Potential:


GS-12
Locations:



Washington DC, District of Columbia
Citizenship:



U.S. Citizenship is required
Number of Positions:


1
Open Period: 
Tuesday, April 16, 2013 to Tuesday April 23, 2013
· To be considered, all applications must be submit a current DD214 and/or Schedule A letter from a vocational rehabilitation counselor, licensed medical practitioner, or representative from an agency that issues disability benefits.  

Job Summary:

The incumbent of this position serves as a Paralegal Specialist in the Office of the Chief Counsel, Administration and Employment Law Division.  The paralegal specialist primarily provides legal assistance to the Federal Highway Administration (FHWA) suspension and debarment program, but also may provide legal assistance to FHWA FOIA and other programs, as assigned.  The paralegal specialist’s responsibilities in the FHWA suspension and debarment program include legal research, drafting documents, case tracking and reporting, and other tasks needed to ensure agency suspension and debarment decisions are legally supportable and made in a timely manner. 

The Paralegal will assist in providing clerical and administrative support services to support the FHWA Office of Chief Counsel. The summary of duties include;
• Performs intake activities for case referrals, including establishing electronic and hard copy case files, and works with suspension and debarment team lead attorney.

• Performs data entry and verification in electronic tracking and reporting systems maintained by the Office of the Secretary of the U.S. Department of Transportation (OST) and by FHWA.
• Performs case and file management activities, including identifying case deadlines and working with attorneys to ensure deadlines are met, maintaining files in a complete and organized manner.

• Evaluates case documents and performs legal and non-legal research needed to determine facts of the case.

• Applies the law to the facts of the case and develops proposed decision for the case.
• Drafts, edits, and reviews memoranda, notices, correspondence, briefings, program reports, and other documents as needed.
• Gathers, sorts, classifies and interprets data from computer information systems for use in reporting on the program and for presenting research results to attorneys.

Qualifications Required:   
Qualification requirements in the vacancy announcement are based on the U.S. Office of Personnel Management (OPM) Qualification Standards Handbook, which contains federal qualification standards. This handbook is available on the Office of Personnel Management's website located at: http://www.opm.gov/qualifications/standards/group-stds/gs-cler.asp
To meet the minimum qualifications for this position, you must meet the education and/or experience qualifications for the grade at which you are requesting consideration.

	LEVEL
	QUALIFICATION

	GRADE 9
	Master's or equivalent graduate degree 

or
2 full years of progressively higher level graduate education leading to such a degree 

or
LL.B. or J.D., if related
or
One (1) year specialized experience equal to the GS-07 grade level (or equivalent). Specialized experience is defined as experience performing legal research; reviewing and analyzing cases; extracting and summarizing information from files and reference sources; drafting legal correspondence and memoranda; and using computerized databases for legal research and case management. (Experience with any four [4] of the above is considered meeting specialized experience).

	GRADE 11
	Ph.D. or equivalent doctoral degree 

or
3 full years of progressively higher level graduate education leading to such a degree 

or

LL.M., if related 

or
One (1) year specialized experience equal to the GS-09 grade level (or equivalent). Specialized experience is defined as experience preparing and processing legal documents; applying laws and regulations to cases assigned to evaluate claims; monitoring cases to ensure deadlines are met; and utilizing (an) electronic database(s) to track and report on the progress of cases. (Experience with any three [3] of the above is considered meeting specialized experience).

	GRADE 12
	One (1) year specialized experience equal to the GS-11 grade level (or equivalent). Specialized experience is defined as experience coordinating document preparation and processing activities for multiple attorneys; coordinating with multiple agencies or offices to meet deadlines for action no cases assigned to you; working with Federal, State and local offices to obtain information needed for litigation cases; and preparing reports, based on case files, that identify trends in types of claims and recurring legal and procedural issues. (Experience with any three [3] of the above is considered meeting specialized experience).


Time Limit for Meeting Qualifications

Applicants must meet all qualification requirements by the closing date of this announcement.

Reasonable Accommodations: 

The Department of Transportation (DOT) provides reasonable accommodations to applicants and employees with disabilities.  If you need reasonable accommodations for any part of the application process, please send your request to Tyler Bruce, Human Resources Specialist, at  Tyler.Bruce@dot.gov or at (202) 366-1177.  If you are contacted for an interview, you may request accommodation for the interview process at that time.  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: 

Please forward your application (resume, college transcripts, DD-214 and Schedule A letter) by close of business April 23, 2013 to Tyler Bruce, Human Resources Specialist at Tyler.Bruce@dot.gov or by fax to (202)-366-7462.  In the subject/attn: line, please be sure to include the title, series, and grade of the position. To be considered, all applications must be submit a current DD214 and/or Schedule A letter from a vocational rehabilitation counselor, licensed medical practitioner, or representative from an agency that issues disability benefits.  
If you would like to mail your application please submit to the following address:
Tyler Bruce
Federal Highway Administration

1200 New Jersey Ave., SE

HAHR-40 Room E-63-435

Washington, DC 20590
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