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DEPARTMENT OF VETERANS AFFAIRS

VA HEALTHCARE NETWORK UPSTATE NEW YORK

VA MEDICAL CENER, 800 IRVING AVENUE, SYRACUSE, NY  13210

VACANCY ANNOUNCEMENT NO.  528E-09-43SH
OPENING DATE:  January 8, 2009


CLOSING DATE:  January 22, 2009
POSITION:  

Secretary GS-318-6 (Permanent)
SALARY RANGE: 
GS-6  $33,135 - $43,076 per annum
DUTY LOCATION:
Medical VA Care Line – Medicine Department (Pulmonary)
TOUR OF DUTY:  
Full Time, Monday - Friday
AREA OF CONSIDERATION: Permanent VA Syracuse employees, Status Candidates (current and former permanent Federal employees, and Eligible Veterans.   (Note: This announcement is a solicitation for applications from current VA employees for competitive promotion consideration. It does not, however, restrict management’s right to consider or select applicants from any other recruitment source such as reassignment, appointment (may include VA Delegated Examining Unit or Office of Personnel Management certificate), demotion, transfer, reinstatement or special appointment authorities such as those for disabled veterans, veterans readjustment appointment (VRA), severely disabled individual, candidates eligible under the VA/OPM Interchange Agreement, and the Veterans Employment Opportunity Act (VEOA) that permits preference eligible veterans or veterans who have been separated from the armed forces under honorable conditions after substantially completing three (3) or more years of continuous active service to apply for merit promotion announcements, etc.)

NUMBER OF VACANCIES: One


Relocation Expenses:  No



DUTIES:  The Secretary provides administrative and clerical support to the Department of Medicine and the Pulmonary/Respiratory Care Department, including all the outpatient testing sections.  The incumbent serves as primary point of contact for the department.  Duties include, but are not limited to, processing incoming and outgoing materials such as correspondence, reports, memoranda, and other forms for written communication; composes letters and reports ensuring completeness and accuracy; gathers workload statistics and analyzes data, answers telephone referring to appropriate personal or provides necessary information; serves as the point of contact for all appointment and consult management for Pulmonary , Sleep Study, Home Oxygen Evaluation, and CPAP Clinics.  He/she schedules appointments, coordinates meetings, and/or conferences.  The incumbent performs office automation duties using such software applications as electronic mail, desktop publishing, calendar, spreadsheet, database, and/or graphics.  Obtains and monitors the use of services, supplies, or equipment for the department.  He/she serves as timekeeper for the Pulmonary/Respiratory Care Department.  Performs other related duties as assigned.  
QUALIFICATION REQUIREMENTS:  GS- 6 – One year of Specialized Experience (Federal or non-Federal) that would be considered equivalent to at least the GS-5 grade level in Federal service.  
Time-in-Grade Requirement:  VA candidates/Federal employees must have completed a minimum of 52 weeks in a position no lower than GS-5 to qualify for the GS-6 grade level.  
SPECIALIZED EXPERIENCE:  Experience that equipped the applicant with the particular knowledge, skills, and abilities to perform successfully the duties of the position, and that is typically in or related to the work of the position, i.e., office or administrative/clerical support type work in a medical environment.  This position requires a minimum typing speed of 40 words per minute.  
NOTE:  Qualification requirements are in accordance with the (i.e. Office of Personnel Management Qualification Standards for clerical and administrative support positions).

BASIS OF RATING:  All relevant information available on each candidate, i.e., application, Official Personnel Folder, supplemental qualifications statement, appraisals, awards, rating panel, interview, will be used to determine the best qualified candidates. 

KNOWLEDGE, SKILLS AND ABILITIES (KSA’s):  Please explain how your experience (including non-paid), education, training, job related honors and awards indicate you meet the rating factors.

1.  Knowledge of and ability to coordinate/manage the administrative/clerical work of an office.

2.  Ability to communicate orally.  This includes the ability to deal effectively with people from a variety of backgrounds with varying levels of understanding.

3.  Ability to communicate in writing.  This includes the ability to compose narrative correspondence and reports ensuring proper formatting and grammar.   

4.  Skill in the use of computers that includes using Word, Excel, and other software packages that includes the ability to create spreadsheets, manage databases, and generate reports.  

5.  Ability to organize and coordinate work, set priorities, and meet deadlines with frequent interruptions.

CAREER TRANSITION ASSISTANCE PLAN (CTAP) EMPLOYEES:  (1) Must be a current VA employee identified as displaced or surplus serving on a career or career-conditional competitive appointment, or an excepted service appointment without a time limit. (2) The vacancy is at or below the grade level and with no greater promotion potential than the position from which you have or may be separated.  (3) You are found to be well-qualified.  To be considered well-qualified you must meet the minimum education, experience, suitability and physical requirements.  You must also meet all selective factors, where applicable, and exceed the minimum qualifications of the position for all knowledge, skills, abilities and other characteristic factors.  (4) You must occupy a position in the same local commuting area of the position for which you are applying.  Individuals seeking CTAP must submit a copy of their Reduction in Force (RIF) separation notice, or Certificate of Expected Separation; a copy of your most recent Notification of Personnel Action, SF-50B that shows tenure and position occupied; and a copy of our most recent performance rating of record. 

REASONABLE ACCOMMODATION:  This agency provides reasonable accommodation to applicants with disabilities.  If you need reasonable accommodation for any part of the application and hiring process, please notify the servicing Human Resources Office.  The decision on granting reasonable accommodation will be made on a case-by-case basis.  

HOW TO APPLY:  Current VA employees and Status candidates must submit a complete application package the VA Medical Center, Human Resources (05), 800 Irving Avenue, Syracuse, NY 13210 by the announcement closing date in order to receive consideration.  Applications may be faxed to (315) 425-2447.  Failure to submit a completed application package may result in not receiving consideration for this position or a lower rating.  Forms are available on either the Network 2 website www.syracuse.va.gov or http://www.opm.gov/forms. 
Internal employee of the Syracuse VA Medical Center must submit the following (as appropriate):

a) OF-612 – Optional Application for Federal Employment, a resume, or any other written format you choose.  Regardless of which format is chosen, you must include all the same information as required on the OF-612

b) Written responses to the rating factors (KSA’s) use VA Form 5-4676a, “Employee Supplemental Qualifications Statement” or plain paper);
c) Copy of most recent performance appraisal
Status candidates (reassignment, transfer eligibles, special appointment authority, and eligible Veterans must submit::
a) OF-612 – Optional Application for Federal Employment, a resume, or any other written format.  Regardless of which format is chosen, you must include all the same information as required on the OF-612.

b) Written responses to the rating factors (KSA’s) on bond paper.  Please number your responses appropriately.

c) OF 306 – Declaration for Federal Employment.  Background Investigation: Appointment to this position is contingent upon satisfactory completion of the required background investigation.
d) If you are claiming veterans’ preference, you must provide a copy of your DD214 that shows character of discharge, i.e., Honorable.  You can gain access to your DD214 online at http://vetrecs.archives.gov/. 
e) If you are claiming 10-point Veterans’ Preference, you must submit a SF-15, Request for Veterans Preference and the required documentation.

f) College transcripts required if using education as a substitution for specialized experience.

g) Current Federal employees must submit a recent SF-50B, Notification of Personnel Action, and a copy of their most recent performance appraisal.

h) Applicants applying as reinstatements must submit a SF-50B, Notification of Personnel Action, that reflects prior permanent Federal status.  
NOTE:  Due to the large number of applications we receive, please be advised that:

(1) Human Resources will not furnish you with copies of your application materials.  If you desire copies, please make them before you turn in your documents. 

(2)  Applicants who do not submit the required application materials will not be considered.  It is the applicant’s responsibility to provide documentation/proof of claimed qualifications, education, veteran’s preference, status (SF-50) and/or verification of eligibility for non-competitive appointment.  Do not submit your application with extraneous information, i.e., copies of training certificates.  This information should be consolidated into a one sheet document listing completed training in dated order.  Applicants will not be contacted for additional information if their applications are incomplete or inadequate.

(3) Human Resources Service is not able to accommodate personal requests for updates concerning the status of your application.  If you are determined to be amongst the best-qualified for this position, you may be contacted by the appropriate hiring official to schedule a personal interview.  Applicants who are not selected will be notified either in writing or through e-mail. 
Benefit Information – can be found on the website www.opm.gov 

Interviews:  Any interviews that may be conducted for this position will utilize the Performance Based Interviewing (PBI) process.  Further information is available at www.va.gov/pbi. 
REASONABLE ACCOMMODATION:  This agency provides reasonable accommodation to applicants with disabilities.  If you need reasonable accommodation for any part of the application and hiring process, please notify the servicing Human Resources Office.  The decision on granting reasonable accommodation will be made on a case-by-case basis.  

FOR INFORMATION CONTACT: Stephanie Hamilton, Human Resources Specialist at email Stephanie.Hamilton@va.gov or Phone (315) 425-4638.
EQUAL EMPLOYMENT OPPORTUNITY:  Selection for this position will be based solely on merit without regard to race, color, religion, age, gender, national origin, political affiliation, disability, sexual orientation, marital or family status or other differences. 

http://www.va.gov/visns/visn02/


[image: image1.png]_1053232994.doc
[image: image1.png]Leading Health Care In The 214t Century

2
T 1%,
N =
* *
Q) &
‘9’:1 .‘OQ.
TE NEW

SWCARE Ne.







