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Department of Veterans Affairs
Canandaigua VA Medical Center

400 Fort Hill Avenue, Canandaigua, NY  14424


DEPARTMENT OF VETERANS AFFAIRS

VA HEALTHCARE NETWORK UPSTATE NEW YORK

Canandaigua, New York 14424

Vacancy Announcement Number 528F-09-075
Opening Date:
January 8, 2009
Date: 
January 15, 2009
Position:  
Medical Support Assistant, GS-0679-06, PD # 7876
Salary Range:  
$34,300 - $44,589 per year
Duty Location:  
MVAC Care Line, Dental Department, VA Medical Center, Canandaigua, NY; however, selectee may be required to work at either VAMC Canandaigua or ROPC at the discretion of the agency.
Tour of Duty:  
Monday – Friday 8:00am-4:30pm.  Tour of duty is subject to change based upon program needs.
Area of Consideration:
Current permanent employees of the Canandaigua VA Medical Center including permanent Veterans Canteen Service Staff (after 90-days) and those who can apply under the Interchange Agreement. 

Relocation Expenses Authorized:  
No

Recruitment Bonus Authorizes:
No

Number of Vacancies:  
One (1.0)

Duties:   The incumbent will provide clerical and administrative support for clinical operations within the Dental Department and reports directly to the Lead Dentist.  Is responsible for front desk support for the Dental Clinic, scheduling patients for outpatient clinic appointments, locking office when not occupied and handling any and all walk-ins and phone calls.  Will organize and distribute all incoming and outgoing correspondence and materials.  The incumbent will have access to printed and electronic files containing sensitive data and will be responsible for protecting this data; will be responsible for organizing and maintaining the dental charts.  A complete copy of this position description is available in Human Resources.
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

Qualification Requirements:   Qualification requirements are in accordance with the Office of Personnel Management Operating Manual, Qualification Standards for Clerical and Administrative Positions, GS-0679 series.  To qualify at the GS-6 level you must have had one year of specialized experience at a level of difficulty and responsibility equivalent to the GS-5 level.  Specialized experience is experience in or related to this current position; this experience should have provided the applicant with the particular knowledge, skills and abilities to perform the duties of this job successfully.   A copy of this Standard is available in your servicing Human Resources Office.  
Educational Substitution for Experience: not applicable 

Time in Grade Requirements:   Candidates must have completed a minimum of 52 weeks in a position no lower than the GS-5 level for eligibility at the GS-5 level.  This rule may not apply to applicants applying under the Veterans Readjustment Act or 30% disabled authorities.  These candidates, however, must still meet all other qualification requirements.
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.  All applicants should provide clear, concise examples that show level of accomplishment or degree to which they possess the KSA’s.
1. Ability to communicate both orally and in writing with individuals from a wide variety of educational and cultural backgrounds.
2. Knowledge and ability to make appointments in a medical setting.
3. Ability to maintain accurate medical charts and perform a wide variety of clerical duties.
4. Skill in the use of management information systems and office automation applications (ie., MS Office, Word, Outlook and Excel)
You must give adequate narrative responses of work examples for each of these KSA’s so that possession of these qualifications may be adequately determined for this position.   For written responses to the rating factors/KSA’s use VA Form 5-4676a, “Employee Supplemental Qualifications Statement” or plain paper.
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 (Well-qualified consists of experience interpreting and applying VA regulations and standards.). To be considered well-qualified you must meet the minimum education, experience, suitability and physical requirements, including all selective factors, where applicable, and exceed the minimum qualifications of the position for all knowledge, skills and abilities.   (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 most recent Notification of Personnel Action, SF-50B that shows tenure and position occupied; and a copy of your most recent performance rating of record. 

Employment Programs for People with Disabilities are programs for people with a physical or mental impairment that limits one or more major life activities.  You must provide documentation from a state or Federal vocational rehabilitation office, dated within one year, which certifies your ability to perform the duties of the position as described in the description of duties.

Drug Testing:  If this is a testing designated position (TDP) under the VA Drug-Free Workplace Program, and if you are tentatively selected for the position and are not now in a TDP subject to random testing, you may be subject to urinalysis to screen for illegal drug use prior to final selection.  Applicants who refuse to be tested will not be selected. 

Background Investigation: Appointment to this position is contingent upon satisfactory completion of the required background investigation. 

Selective Service:  To be eligible for Federal employment, male applicants born after December 31, 1959, must certify at the time of appointment that they have registered with the Selective Service System, or are exempt from having to do so under Selective Service law.

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:  Your completed application must be received at the address below by the closing date of the announcement in order to receive consideration:

Canandaigua VA Medical Center

Human Resources Office (05)

400 Fort Hill Avenue

Canandaigua, NY 14424

Applicants: Please use the appropriate checklist below to ensure that all necessary application materials for consideration are submitted.
Current Permanent Canandaigua VA Medical Center or Rochester VA Outpatient Center Employees must submit the following:

	 FORMCHECKBOX 

	VA Form 5-4078;

	 FORMCHECKBOX 

	Written response to the rating factors/KSA’s use VA Form 5-4676a, “Employee Supplemental Qualifications Statement” or plain paper;

	 FORMCHECKBOX 

	Copy of College Transcripts, if applicable.

	 FORMCHECKBOX 

	Your choice of: a resume or Optional Application for Federal Employment (OF-612).

	 FORMCHECKBOX 

	Current Federal employees should submit a recent SF-50B, “Notification of Personnel Action,” and a copy of most recent performance appraisal.


Incomplete Application Packages: Failure to submit a complete application package prior to the close of the announcement, as stated above, will result in your application not being rated and automatic disqualification from consideration. 

No Postage Paid Envelopes: Applications mailed using government postage and/or internal federal government mail systems are in violation of VA and postal regulations will not be accepted. 

For Information Contact:  Donna Crouse in Human Resources at 585-393-7571.

Interviews:  Any interviews that may be conducted for this position will use the Performance Based Interviewing (PBI) process.  Further information is available at www.va.gov/pbi.
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. 
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