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A
Vacancy Announcements
FORWARD

Dr. Kenneth Oscar established the Professional Development Committee (PDC) on March 1, 1999. The PDC is chaired by Mr. Edward Elgart, PARC.  The PDC’s purpose is to develop and provide recommendations to the CACPAC on policy, procedures, and goals for all matters relating to training and development, to include career broadening, managerial, and mandatory DoD training, acquisition workforce training, long-term training, short-term training, and tuition assistance.  The PDC recommended reengineering CP14 Intern Program.  

In addition to modifying the various elements within the program, the CP14 Intern Program name has been changed to the Army’s Management Development Program (MDP).  The MDP is a means of placing qualified individuals into a structured 36-month training program, which is designed to meet projected management needs.  Trainees are appointed at the GS-7 level and are then non-competitively promoted approximately every year until they reach their target grades. The target grade is the level that should be reached by the end of the training program and varies by location from GS-11 to GS-12. Opportunities to compete for advancement beyond the target level will be available during their federal career.  

This manual will serve as the formal documentation and guidance for the MDP and the program manager.  Duties, roles, responsibilities and requirements will be provided throughout the chapters.  Additional manuals such as the Career Coordinator’s SOP and Management Trainee Handbook will be useful tools.
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DA Central Civilian Intern Program (AR 690-950)

DA polices and program requirements for the career intern program are contained in AR 690-950, Chapter 3.
The DA central civilian intern program operates under policy and program requirements set by OPM and DOD. This program is used to recruit, develop, and graduate high-potential employees for placement DA-wide.  A local intern program may be used to supplement the central intern program to help meet command needs. A locally administered intern program will follow the DA Career intern program as a management guide.

The individual career programs, such as CP-14, establish intern programs in specified occupational series and functional areas. These intern programs are administered according to provisions and authorities prescribed in the chapter.

The CP-14 Intern Program has been renamed the Management Development Program, although the DA program name remains the same.  Interns are better categorized and will be referred to as “trainees.”

The Management Development Program Overview


Trainees are the lifeblood of the career program’s future and are vital to the contracting mission.  They ensure continuity of professional, world-class, contracting and acquisition workforce.  The MDP provides highly qualified, talented, and motivated individuals an opportunity for accelerated promotions, career broadening assignments and specified training to: (1) provide outstanding performance at the journeyman level; (2) enter the Army Acquisition Corps, and (3) assume leadership positions within contracting and acquisition. (ACTEDS Plan)


Trainees are appointed at the GS-7 level and are then non-competitively promoted approximately every year until they reach their target grades. The target grade is the level that should be reached by the end of the training program and varies by location from GS-11 to GS-12.
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The MDP is a structured 36 month training program.  The training received by Army’s interns provides the broad-based background needed throughout their career.  Specialized training in the program is accomplished in four ways:

· Formal Instruction consists of the courses mandated by the Department of Defense for all acquisition personnel.  These courses provide the trainee with a solid background in the current methods, processes and regulations involved in the acquisition career field.
· On-the-Job Training is accomplished as Trainees are placed with a “home team” and a Contracting Officer.  Trainees will receive an experienced trainer who will act as a teacher and a resource for information.  This segment of the training is crucial because it familiarizes the trainee with the daily duties and responsibilities of a Contract Specialist and prepares them for integration into the workforce.  The trainee will also experience “OJT” during rotations through other teams throughout the organization.

· Rotational Cross Training introduces the Trainee to various areas of the Contracting Organization.  As the trainee rotates through different areas within the organization, he or she will experience first hand the vital role that these areas play in accomplishing the mission of the organization.  Trainees may also elect to rotate through one of the requiring activities that the center supports (our customers).  All rotations provide a wonderful opportunity for networking and meeting people! 

· Informal In-House Training will also be arranged for trainees.  These sessions will be conducted in a relaxed setting with the trainee class as a group.  These classes are intended to provide basic information on the principles and processes of contracting and will alleviate some of the confusion that comes with learning a new field.

Incoming trainees must be college graduates must of a bachelor’s degree, with at least 24 business credits.  

There are two types of announcements under which to apply:  the first being Outstanding Scholar and the second under OPM.  The Outstanding scholar requires a 3.45 GPA (or the top 10% of the graduating class) and 24 business credits for direct hire.  The OPM vacancy announcement has 156 questions, which must be answered and requires a 2.95 GPA and 24 business credits.

The Army maintains these high standards because it wants highly motivated, goal-oriented, professional individuals who are prepared for a challenging career. Successful completion of the management-training program leads to a full performance Federal acquisition career, with the potential to move into mid or higher level management positions.
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The MDP Manager

The Army’s vision is for quality, which is supported by the MDP Manager.  The goal is to maintain the integrity of the program and to strengthen the professional and leadership abilities of the civilian Trainee workforce.  The Manager will have an active and fundamental role implementing, guiding, growing and managing the program.

The manager should be a proactive, innovative, flexible, and resourceful.  

The Role of the MDP Manager

· Coordinate rotations for trainees

· DCMA

· Greening

· Collaborate with a number of people and organizations:

· M&RA; 

· NC CPOC; 

· local commands and installations; 

· the Career Coordinators (CCs); 

· Trainees; and 

· various other individuals both within and outside the Army.

· Conduct site visits.

· Recruit 

· Market the program

· Maintain data records:  

· Number of man-hours allotted

· Number of trainees on board

· Number of vacancies

· Where the vacancies are located

· Names and location of trainees


The Manager will have various individuals assisting with the management of the program, such as the Career Coordinator (CC).
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The Role of the Career Coordinator (CC)


A trainee’s initial contact with an organization regarding his/her entry into the Management Training Program is through the Career Coordinator (CC). The CC fulfills a vital role in a trainee’s acceptance into the Management Development Program by facilitating the individual’s civilian education and development.  The supportive relationship systematically blends progressive, sequential work assignments and training for development from entry grade level GS-07 to the target grade GS-11/12.  


During the first few weeks in the program, the CC will provide an introduction into the work environment by providing the following assistance:

· Assign a sponsor to guide a trainee on the first day through the personnel and security in-processing.  The CC will make sure the trainee receives a proper identification to enter the Contracting Organization; a tour of the command; and a chance to meet co-workers.

· Provide background to understand the major command and major subordinate levels of the Army. 

· Provide hardcopy of guidebooks and tools currently used in the Contracting Organization for instruction and reference.  

· Secure a nameplate for the desk pod.

· Orchestrate the introduction to the Activity Career Program Manager (ACPM) and the Director and Deputy Directors of the Contracting Organization.

· Coordinate training with the buying division to which the trainee has been assigned, stationed home team and trainer.

· Process applications for interactive use of electronic mail and telephone identification code.  The CC will assist with application for the Government credit card account for use when on temporary duty assignments.

The CC will provide a roadmap for the three years in the program.  This is achieved by the proper combination of training and experience as presented in the Army Civilian Training, Education and Development System (ACTEDS).  This system is applied to an Individual Development Plan (IDP), which is reviewed periodically with the trainee’s immediate supervisor and revised accordingly.   Besides offering guidance for performance appraisal ratings, the CC will plan and assist in scheduling courses in Contracting and Acquisition.  The CC will interface with all training points of contact to determine availability of spaces for the mandatory courses.  


The CC continually provides advice and support on contracting and acquisition career management by periodic meetings with Trainees.  Bimonthly meetings provide a chance to share knowledge and experience amongst fellow Trainees.  At some of these meetings, the CC will invite guest speakers to provide briefings and overviews on subjects related to acquisition policy, procedures and supplementary information.  
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The Role of the Trainee


As a trainee you will be responsible for (but not limited to) the following:

· Be an active participant in the management of their career.
· Embrace the Code of Ethics for Government Service (DoD 5500.7-R). 

· Know, understand and embrace your Command's vision, mission and core values.

· Ask for direction when uncertain.

· Meet performance standards.

· Be proactive and a team participant – actively participate and assist team members in completing work assignments.

· Share knowledge with co-workers and other interns gained through schooling, unique projects and rotational assignments.

· Complete required training in relation to the program standards
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ACTEDS Branch

The Army Civilian Training, Education and Development System (ACTEDS) is a Department of the Army program providing Department of the Army civilian employees and supervisors with a roadmap for career development.  The ACTEDS Management Branch is within the Office of the Assistant Secretary of the Army, Manpower, Reserve and Affairs (OASA, M&RA).  Funding, intern allocations and personnel actions for DA Interns are controlled by the ACTEDS branch at M&RA.  


Although the MDP is 36 months in length, ACTEDS only funds the first 24 months of the program.  After the 24 months, trainees will be placed on the Command’s TDA, but will continue the training program.

As the Program Manager, you will be working closely with the ACTEDS branch.  Points of Contact for the organization are as follows:

Mr. Edward David

Edward.David@ASAMRA.HOFFMAN.ARMY.MIL
703-325-1225

Ms. Sherry Rashleigh

Sherry.Rashleigh@ASAMRA.HOFFMAN.ARMY.MIL
703-325-9293

Ms. Kerrie Tucker

Kerrie.Tucker@ASAMRA.HOFFMAN.ARMY.MIL
703-325-0995


Mr. David initiates all RPA’s.  An RPA is the personnel action that show’s there is a vacancy, where that vacancy is located, the hiring official, the type of clearance, the GS level, etc.  


An RPA must be generated for North Central CPOC  or OPM to recognize that there is a vacancy to recruit and hire for.
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Intern requirements for the following fiscal year are normally provided to Ms. Rashleigh at M&RA in February.  The commands are suppose to be notified by August what allocations they will have for the following Fiscal Year.

North Central CPOC

The North Central Civilian Personnel Operations Center (NC CPOC) in Rock Island, Illinois, has been chosen to perform centralized intern recruitment.  NC CPOC advertises vacancies, rates applications, and issues referral lists to selecting officials.  The recruiting information and links to job vacancies are listed at http://ncweb.ria.army.mil/daintenr/vacancies.htm.

NC CPOC is the only organization that can make job offers.  Once applicants have been screened and/or interviewed from the referral lists, NC CPOC must be notified as to who is to receive a job offer and any other necessary information.  For example, if there are recruiting bonuses being offered at the time, does that person receive the bonus or are there any PCS costs.

As the program manager, you will also be working closely with personnel at NC CPOC.

Mr. Patrick Moylan

Patrick.Moylan@cpocria.army.mil
309-782-5810

Ms. Stephanie Brown

Stephanie.Brown@cpocria.army.mil
309-782-4274

Ms. Jennifer Schafer 

Jennifer.Schafer@cpocria.army.mil
309-782-


Both Ms. Rashleigh and Mr. Moylan have not only approved but encourage local recruitment.  Recruitment done by NC CPOC is for all Career Fields.  Ms. Schafer is the point of contact for the Outstanding Scholar Announcement.

Back to Table of Contents
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Section 808


Section 808 amended 10 U.S.C. 1724 to establish a new minimum qualification requirement for all new entrants as of October 1, 200, into the GS-1102 occupational series or similar military occupational specialty (for military personnel) and for contracting officers with authority to award or administer contracts above simplified acquisition threshold.  To qualify for open of these positions, an individual must have completed a baccalaureate degree and at least 24 semester credit hours (or the equivalent) of study from an accredited institution of higher education in any of the following disciplines:  accounting, business finance, law, contracts, purchasing, economics, industrial management, marketing, quantitative methods, and organization and management.

Hiring Requirements

REQUIREMENTS:

· Be a US Citizen

· Be registered with the Selective Service (males born after 12/31/59)

· Sign a mobility agreement


· Be able to obtain and maintain a Security Clearance

· Criminal offenses, excessive use of alcohol, supplying or using illegal drugs, possessing and/or using a foreign passport, excessive and/or repetitive incidents of indebtedness, and the holding of dual citizenship may adversely affect acceptance into or consideration in the program.  
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Hiring Qualifications

A bachelor’s degree with 24 business credits are required to qualify for an 1102 position, as per Section 808.

Qualifications for the Outstanding Scholar are as follows:

· Bachelor’s degree from an accredited institution with:

· A minimum overall 3.45 Grade Point Average (on a 4.0 scale) for ALL undergraduate courses, OR

· Upper 10% ranking in graduating class or in major university subdivision for baccalaureate degree.

· At least 24 semester credit hours (or equivalent) of study in any of the following disciplines: accounting, business finance, law, contracts, purchasing, economics, industrial management, marketing, quantitative methods, and organization and management.

Qualifications for the Certification Lists: 

· Bachelor’s degree from an accredited institution with an overall 2.95 GPA (on a 4.0 scale).

· At least 24 semester credit hours (or equivalent) of study in any of the following disciplines: accounting, business finance, law, contracts, purchasing, economics, industrial management, marketing, quantitative methods, and organization and management.

Hiring Authorities

There are three hiring authorities in order to hire interns:  Competitive appointment, the Outstanding Scholar Program, and Executive Order.  Only the first two authorities can be used for the 1102 series, since it falls under the Luevano decree.

Luevano Consent Decree

The Luevano consent decree approved by the United States District Court for the District of Columbia on November 19, 1981. The decree resolved a class-action suit that was filed in 1979 and is now known as Angel G. Luevano, et al., v. Janice R. Lachance, 
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Director, Office of Personnel Management, et al. The plaintiffs alleged that the Professional and Administrative Career Exam (PACE), which the Government had been using to hire into about 120 occupations at the GS-5 and GS-7 levels, had adverse impact on the employment of African Americans and Hispanics for reasons that were not job-related.

Although the Outstanding Scholar program is aimed at addressing under representation of African Americans and Hispanics, the program has never been restricted to those designated minority groups. 

Occupations Covered. The Outstanding Scholar program may be used to hire into only certain positions at grades GS-5 and GS-7. Only those positions which were subject to the PACE exam are covered by the consent decree. Contract Specialist falls under these positions.

Relationship to Competitive Examining. The Outstanding Scholar program must only be used as supplements to competitive examining. They should not be used unless an agency has an established pattern of competitive selection into the covered jobs or is currently making competitive selections into those jobs. The Outstanding Scholar program should be used to a lesser degree, as a supplement to reduce adverse impact on African Americans and Hispanics. There is neither a requirement nor an authority to use either program to hire only persons from the designated minority groups. To reduce adverse impact, agencies should focus their recruiting in a way that increases the pool of African American and Hispanic candidates for employment in these occupations.

Record-keeping. Under Section 25 of the consent decree, agencies are to collect race and national origin (RNO) data on all applicants for Luevano-covered occupations; similar data is collected through the Government's Central Personnel Data File (CPDF) on those actually appointed. For Outstanding Scholar applicants, agencies collect data on form OPM-1386B. Completing the form is optional for applicants, but it is mandatory that agencies provide copies of the form to applicants. In January of each year, agencies are required to report to OPM the prior calendar year's cumulative RNO data on applicants, using form OPM-1592. In March of each year, agencies must also submit narrative reports on their prior year's efforts to use special programs to eliminate adverse impact on African Americans and Hispanics when hiring into former Professional and Administrative Career Exam (PACE) occupations.

Agencies covered. Although OPM was the defendant named in the caption, approximately 45 other departments and agencies were listed as representatives of the defendant class, which included all agencies that had ever used the Professional and Administrative Career Exam (PACE). Since most agencies were defendants in the Luevano case, whether specifically named or not, each should consult its own legal counsel to ensure compliance with the terms of the decree and with other provisions of law.
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The Outstanding Scholar Program

Eligibility. The Outstanding Scholar Program may be used to appoint those college graduates from accredited schools who obtained a grade point average of 3.45 or higher on a 4.0 scale for all undergraduate courses completed toward a baccalaureate degree. It can also be used to appoint those who stand in the upper 10% of a baccalaureate graduating class, or of a major university subdivision such as a College of Arts and Sciences. These appointments may be made without going through an examination procedure for jobs at grades GS-5 and GS-7 in covered occupations.

Announcing Vacancies. Prior to making appointments under the program, an agency must advertise positions, including posting them through OPM's job information system. There are three basic reasons why the positions must be announced:

By law, the principle of merit principle requires fair and open competition, which in turn requires public notice of vacancies so all who are eligible may apply [5 U.S.C. 2301];

Another law requires agencies to report to OPM and to the United States Employment Service of the Department of Labor, each vacant position in the agency which is in the competitive service or the Senior Executive Service and for which the agency seeks applications from persons outside the Federal service [5 U.S.C. 3327]; and

The regulation establishing the Interagency Career Transition Assistance Plan (ICTAP) for Displaced Employees requires agencies to report all vacancies to OPM when accepting applications from outside the agency (including applications for temporary positions lasting 120 or more days)[5 CFR 330.705]. Applicants who meet the ICTAP requirements must be selected before Outstanding Scholars. [See also, Relationship to Competitive Examining, above.]

Timing of Appointments. Outstanding Scholars cannot be appointed until they have actually become "college graduates." They may, however, be given conditional offers pending graduation. Although Outstanding Scholar candidates do not have to appear on a certificate, their consideration must be concurrent with the priority consideration of displaced employees eligible for ICTAP selection (see above). The Outstanding Scholar selection and offer need to be made within 90 days from the time a certificate is returned to the agency personnel office, based on an announcement open to ICTAP candidates. If a selection has not been made within those 90 days, the agency is required to re-advertise the vacancy. 


After the selection, the candidate should be appointed to the position within a reasonable amount of time. To accommodate special situations, however, such as the 
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completion of education, a geographical move, obligations to current employers, 

temporary agency hiring restrictions, and the processing of security clearances, an agency may delay appointment up to six months from the date of selection. If an agency exceeds six months, it is required to re-advertise the vacancy. Requests for extensions beyond six months will be entertained by OPM on a case by case basis. The decree sets no time limit after graduation for Outstanding Scholar eligibility, nor does it set a limit on the number of times an individual can receive Outstanding Scholar appointments.

Grade point average. The decree prevents the use of graduate grades in calculating grade point averages (GPAs). It also requires using grades received in all undergraduate courses leading to the degree. This would include courses from all undergraduate schools attended, not just courses taken at the school providing the degree. That requirement also means that the candidate must have the 3.45 GPA at the time of graduation; any conditional offers made prior to graduation must be rescinded if the GPA is not maintained. Since the grade point average must be calculated on a 4.0 scale, agencies also need to adjust GPAs that were based on a scale that allows a 4.5 (A+) grade.

Class Standing. The decree is specific in limiting to the upper 10% of a graduating class, or of a major university subdivision, eligibility based on class standing. A major university subdivision is a college or school and is not merely a department or program of study. For class standing to be used, it must be determined formally by the college, school, or university.

Relationship to Qualification Standards. To be selected through this program, a candidate must meet both the eligibility requirements for the Outstanding Scholar program and the qualification standards for the position. Basic qualifications are described in OPM's Operating Manual, Qualifications Standards for General Schedule Positions. Agencies may add their own job-related requirements. The manual describes such things as the requirement that education be from accredited colleges and universities and the established procedure of rounding GPAs to the nearest tenth of a percent (i.e., 3.45 rounded to 3.5). The manual also describes the requirements for the Superior Academic Achievement (S.A.A.) provision. The S.A.A. designation is solely grade-determining. It establishes eligibility to appoint at the GS-7 level instead of at GS-5, but does not in itself provide an appointment opportunity.

Direct hire. Although the term "direct hire" is used, the decree essentially provides for a noncompetitive appointment to the competitive service. "Direct hire" means the ability to hire without having to rank candidates, but only when there are less than four candidates and there are no candidates eligible for veterans' preference. The Outstanding Scholar program does not have that restriction. Rating and ranking are not required, so neither the "rule of three" nor veterans' preference are applied. There are requirements, however, that the positions be announced, that displaced employees be 
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given preference, and that the program only be used as a supplement to competitive examining. (See "Announcing Vacancies" and "Legal Context," above.) 

Vacancy Announcements


As stated, NC CPOC advertises all vacancies.  Mr. Moylan places an open continuous Outstanding Scholar Announcement out each October 1 for the current Fiscal year.  This announcement is free of charge to commands and DA.  An OSA announcement from FY02 is attached under Appendix  to this guide.  


Mr. Moylan does not include the actual vacancy locations or the number of vacancies at locations in the announcement if he does not have RPA’s providing such information.  Rather, the announcement states 25 position worldwide.  More accurate information in the announcement would better the recruiting efforts.  In order for Mr. Moylan to have this information, Mr. David must have the RPA’s generated prior to 1 October.


Previously, for the OPM announcement, each command would individually request the service through NC CPOC.  An announcement would be generated, rated and ranked by OPM, for a fee.  OPM does offer a central announcement option.  An OPM announcement for Contract Specialist Interns is attached under Appendix A to this guide.  The pricing Schedule and Agreement is also attached, as Tab M of the binder.

Contract Specialist Duties

The Contract Specialist of the new millennium is recognized as a dynamic business professional that possess broad acquisition knowledge, outstanding business and management acumen, and demonstrated expertise in developing and applying effective business solutions.  As full partners in the acquisition lifecycle, Contract Specialists are required to understand their customers’ missions and business processes and work in a collaborative environment to develop sound business strategies to accomplish the spectrum of acquisition objectives, including:  

· Performing Market Research to identify potential sources of supplies and services.

· Developing Acquisition Plans to ensure that any resultant contractual vehicle offers the best form, fit and function for the customer.

· Promoting adequate competition from both small and large business entities.

· Maintaining a continuous interchange of ideas and information through multiple channels of communication.

· Publicizing requirements and soliciting proposals and quotes from contractors.
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· Conducting negotiations to ensure adequate terms and price reasonableness are achieved.

· Evaluating contractor proposals and making award decisions.

· Applying acquisition regulations relative to methods, procedures, principles, theories and techniques utilized in the acquisition of supplies and services.

· Monitoring contractor performance for quality and delivery schedule.

· Coordinating contract milestones with the requiring activity as an objective means to measure the success of a contract.

· Utilizing state-of-the-art e-business and e-commerce tools.

· Displaying professionalism, promoting team unity, and adhering to policies regarding training, ethics, safety and security.


Occasional TDY travel may be required.  Incumbent will also be required to travel to complete mandatory training courses.            

Mobility Agreement


Trainees are required to sign a mobility agreement upon acceptance of the job offer.

How to Apply

For Outstanding Scholar vacancy, applicants must submit a resume and ALL transcripts to NC CPOC.  If any credits were transferred, transcripts from those colleges must be included.  In addition, the vacancy announcement number needs to be included.   If a transcript is missing NC CPOC will not process the application.  If a geographical preference is not indicated, the applicant will be placed on any and all referral list.  

The resume and transcripts can be mailed, faxed or emailed to NC CPOC.  The POC and information is as follows:

NORTH CENTRAL CPOC

ATTN: SFCP-NCS (ACTEDS)

BUILDING 102,  DEP'T  W-01

1 ROCK ISLAND ARSENAL

ROCK ISLAND, IL   61299-7650

Jen Schafer

Phone:  () --------

Fax:  () --------
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Local commands may also receive resumes and transcripts during local recruiting efforts.  The resumes and transcripts must be forwarded to NC CPOC to be considered.


For the open competition OPM announcement, applicants must answer the 156 questions online, by phone, or by mailing in the application.

Recruitment Bonus

Activities are authorized to pay a newly appointed employee a recruitment bonus of up to 25% of the annual rate of basic pay upon a determination that difficulty would otherwise be encountered in filling the position. “Newly-appointed” is defined as a first appointment as an employee of the Federal Government unless there is a 90-day break in service. 

Recruitment bonuses may be paid to individuals appointed to General Schedule positions, senior-level or scientific or professional positions, and certain other positions. 


Recruitment bonuses are paid as lump sums. 

Employees accepting such bonuses must sign a written service agreement to complete a specified period of employment with the agency. 

5 U.S.C. 5753; 5 CFR Part 575, subpart A 


Prior to July 2001, a recruitment bonus had not been offered for Contract Specialist position.  On July 11, 2001, the Outstanding Scholar Announcement was amended to include a 25% recruitment bonus (approximately $6,700), to be offered at the discretion of the selecting official.  


Guidance was provided to Commands, NC CPOC, and M&RA by Michelle Weinert in October 2001 via email as follows:

The bonus is at the complete discretion of management.  The Selecting Official at the local commands/installations has the authority to offer the bonus; however, the norm will be NOT to offer the bonus to every candidate.  If you have an individual that you feel will really benefit the organization; has additional qualities or skills; has an advance degree (Master's for example); or another special circumstance, but will not accept a job without the bonus, then please feel free to offer it.  There are several duty locations that have not been able to recruit interns due to their location, thus the bonus may help attract individuals to these organizations.

When the Selecting Official (or other authorized representative at the organization) informs NC CPOC to offer the position to a candidate, it MUST be in writing whether or not a bonus is being offered.  This facilitates NC CPOC from trying to determine who receives one and who doesn't.  Again, please specifically state that the person is to or is not to receive the bonus.

Back to Table of Contents
The bonus is 25% of the base salary (approximately $6,700).  A service agreement must be signed by the individual.  NC CPOC includes this agreement in the package they mail to the candidate.  I believe the service agreement is for two years or the length of the training program.  The bonus usually is in the individual's second paycheck (approximately 6 weeks after EOD).

Permanent Change of Station (PCS) Costs


PCS costs do not have to be included in the Outstanding Scholar vacancy announcement in order for someone to receive them.  Every ACTED funded intern is entitled to one funded PCS move.  Normally, it is the move to the first duty location.  
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Recruiting


Previously CP14 was unable to attract enough qualified, motivated individuals to fill our vacancies.  Recruiting was done by staff at M&RA, AMC recruiters, and NC CPOC.  Each of these agencies were recruiting for all career fields and programs offered.  


As the program manager, recruiting will be one of the most important parts of the position.  There a number of identified means of recruiting possible applicants:  job fairs, online advertising, colleges and universities, etc.  July 2001 as part of the recruiting efforts, NC CPOC began offering a 25% recruitment bonus in the Outstanding Scholar Announcement.  

Marketing Plan


A marketing plan was developed and written in July 2001.  It is provided as Tab A in the binder.

CareerBuilder

A contract was awarded to CareerBuilder Sept 2001.  It has a 12 month period of performance and 100 job postings.  A job posting consists of an announcement advertising a vacancy at a single location under a single job category.  There is a Company Profile and links to our trainee website.  

There is account, but two usernames and passwords.  The first username (ArmyDept) has an all access account.  The username and password should be only be maintained by the MDP Manager.  The second username (DeptofArmy) is only for the MACOMs/MSCs to use to actively search the resume database.
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Here's that Account Information:

     Account Number:  422990

Username:  ArmyDept       
 DeptofArmy

Password:  cp14intern
 cp14intern

To access the website and job postings:

1.  Open the browser and go to CareerBuilder Network site:

    http://job4.cbdr.com
2. Log on using the appropriate username and password provided.

POC for the Careerbuilder contract:

Dawn M. Schulenberg 
Senior Account Executive 
703.259.5634 direct 
888.670.8326 ext. 5634 toll free 
703.259.5640 fax 
dawn.schulenberg@careerbuilder.com 
http://www.careerbuilder.com 
Additional information is under Tab F of the binder.

Our Website


The Trainee web page, part of the CP-14 main website, is new as of FY02.  It was developed by BRTRC.  

Database of Colleges/Universities


A database of colleges and universities was initiated in June 2001.  The database contains information on over 250 institutions nationwide.  Email addresses, fax numbers and point of contacts are all included.  College Career Centers provide job vacancy information to juniors and seniors, most by bulletin boards, websites or other electronic ways.  It is very easy to query the database and send a mass email out providing a job description of the program.  

Back to Table of Contents
Database of Trainees


The trainee website has an area for each trainee to register.  Unfortunately the database is not interactive nor can it be sorted.  Once an individual has registered with the website, the manager should maintain a database with the same information.  The database will help maintain how many active interns there are in the program, at what stage of the program they are, how to get in contact with them, etc.

Back to Table of Contents
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ACRB and IDP

Each trainee will also have an Acquisition Career Record Brief (ACRB).

The ACRB is a ”snapshot” of the individual’s education, training and acquisition assignment history.  The Trainee and CC are responsible for completing the ACRB.  The ACRB must be finished prior to the automated Individual Development Plan (IDP).  


The CC will be responsible that an IDP is established for each new employee as soon as possible.  ACTEDS requires completion within 30 days of the entry on duty date.  The IDP should reflect all classes and training required for the three years.  The Trainee will be responsible to continuously update the IDP.  The CC will review and disapprove/approve all classes and training on the IDP, not the supervisor.  

Training Plan Agreement


The Trainee and his/her supervisor will be required to review  and sign the Training Plan Agreement.  The agreement sets forth the training plan for the DA ACTEDS intern.  The Training Plan Agreement is also signed by the Activity Career Program Manager (ACPM).
Standards and MITP


The Trainee’s supervisor should provide a copy of the standards and responsibilities expected of the new employee.  The individual must sign the documents and process them for supervisor and reviewer signature.  The duties should be explained in detail and carefully as what is expected of the Trainee in a meeting with the supervisor.


The Master Intern Training Plan (MITP) should also be provided to the new employee.  As the items are completed the trainee will be responsible to get his/her supervisor’s signature.

Back to Table of Contents
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Coordinate Rotations


The CC will be responsible to coordinate the local rotational assignments and on the job training.  As the manager, reviewing the MITPs annually will assure that the trainee is receiving an appropriate amount of cross training.  Also, site visits and conversations with various trainees should also indicate the experience a trainee is receiving.


The DCMA and Greening experiences will be coordinated by the manager.

DCMA Rotation


The DA Trainee Program Manager will help the Career Coordinators organize the DCMA rotation.  Trainees will be rotated to a local DCMA field office for a 3-6 month period.  No travel pay will be provided by DA or the command.  This rotation will occur during the trainee’s third year.  

A pilot program will be conducted May 2002 until August 2002 at two locations:  Warren, Michigan and Alexandria, Virginia.  The pilot program will consist of a swap- a DCMA employee and an Army employee.  Based on comments and recommendations from the pilot program, objectives and training goals will be established for the future DCMA rotation.

Greening Experience


This assignment provides participants an opportunity to gain first-hand experience of how the Army operates in a field environment.  There are currently two programs:  Greening, National Training Center and SBCCOM Greening.  

The two-day program is conducted at the National Training Center (NTC), in Fort Irwin, California.  The program is designed to introduce the participant to Army field operations. The orientation includes Command and Opposing (enemy) Force (OPFOR) briefings, tour of the Operations Center, Instrumentation orientation, and ride with the OPFOR to a training engagement.  No PT test, physical, or uniforms are required.  Groups of 8-10 individuals are needed, containing at least one GS-15 level person.

Scheduling and approval is a long, methodical process, and a COL/GS-15 must accompany the group the way the program currently operates.  Also, the exercise is only a top-level orientation and not a true field training exercise.

Operational Experience assignment at JRTC, Fort Polk, Louisiana, is offered to Army Acquisition & Technology Workforce (A&TWF) members, assigned to an acquisition position and meeting position requirements. This assignment provides participants an opportunity to gain first-hand experience of what goes on during the planning and execution of mass tactical ground operations. Some of the events individuals will observe/participate in may include: manifesting and preparing for deployment at Company and Battalion level, tactical and weapons training at the unit level, and redeployment operations. This program is designed to familiarize participants with the primary facets of Army Tactical Operations. 

Orientation visits are arranged for groups ranging in size from 1-6 individuals. Interested personnel may apply either as a group or as an individual. Groups that apply must include the names and required information for each member of the group in the application. Individuals who apply who are not part of a group will be assigned and/or formed into a group.  No PT test or physical are required.  Uniforms (BDUs) are purchased on the economy and reimbursed by ACMO.  
Individuals may either apply through the AETE Board or directly through SBCCOM for this opportunity.  If Board selected, ACMO pays for the OE, while if SBCCOM selected, the individual's organization pays.  The POC actually escorts a small group of selectees through a field training exercise at JRTC.  No PT test or physical are required.  Uniforms (BDUs) are purchased on the economy and reimbursed by ACMO.  The SBCCOM POC for this opportunity is SFC Newland, DSN 256-5559.

Customer Shop Rotation

It will be the responsibility of the trainee, supervisor and career coordinator to locate any opportunities and organize the rotation.

Although it is not mandatory, trainees are strongly encouraged to participate in a rotation to one of their customer shops.  The rotation may be arranged with the assistance of the trainee’s home team Contracting Officer and must be approved by the Career Trainee Coordinator.  Upon completion of this rotation, the trainee will have first hand experience assisting with the critical functions of the customer shop.

Back to Table of Contents
Objectives of this rotation include, but are not limited to:

· Describe in detail the steps that determine the activity’s budget and the allocation of funds to programs

· Acquire an appreciation of the needs of the requiring activity

· Understand the structure, work distribution and responsibilities of each division within the activity as well as the duties of the individual employees

· Participate in the creation of Statements of Work, Justifications and Approvals for Other than Full and Open Competition, contract changes and any other actions pertaining to acquisition issues

· Learn the process by which a soldier’s need is transposed into a purchase requirement

· Define the elements of Integrated Logistics Support (ILS) and describe the duties of an ILS manager

· Attend and actively participate in meetings within the activity

Suggested Length:  20 Days
Formal Education

Organizations through out DA offer various training programs.  The CC should advise the Trainees as to whether or not the organization will allow and/or pay for formal education while the Trainee is in the three-year program.  In addition, if the command will fund classes, a description of what costs will and will not be covered.  For example, the cost of tuition and books will be covered, but any parking permit, application fees, GMATs or other miscellaneous costs will be the Trainee’s responsibility.


If the Trainee will be attending formal education classes at local colleges/universities, the Trainee will be responsible for locating, applying and registering for classes/programs.  A DD Form 1556 will be required and the classes need to be listed and approved on the IDP.   


A list of local colleges/universities should be provided by the CC.  Co-workers and other trainees are also good sources.  The MDP Trainee Handbook has options listed.


If the organization does not fund formal education classes, there are several funding sources/options for which to apply.  For example the ATAP, CPD, and/or AETE programs.
Back to Table of Contents
Student Loan Reimbursement

a.
The repayment of student loan program was authorized in the National Defense Authorization Act of 19~1

b.
The Office of Personnel Management proposed regulations pertaining to this program on June 22, 2000. Final regulations were issued on January 11, 2001.

c.
The Office of the Assistant Secretary of Defense issued their policy or October 17, 2001. At the same time, they delegated authority to the Department of Army to approve student loan repayments Army guidance was approved and distributed on November 26, 2001.

d.
The intent of the repayment of student loan program is to assist agencies in recruiting and retaining highly qualified employees Managers need to identify in writing the basis for the repayment of any student loan. When used as a recruitment tool, the justification should include a statement that 1) in the absence of offering this incentive, the agency would encounter difficulty in filling the position and 2) details on the difficulties faced in previous recruitment efforts.

Prior to the candidate entering on duty, the manager must decide if he/she wants to offer a repayment of the candidates student loan and the amount to be paid. In determining the amount to be paid, managers shall take into consideration the employee’s value to the activity and budget constraints. The maximum payment allowable in one year is $6,000, with a lifetime total of $40,000 per employee.

When used as a retention tool, the justification will address the special skills, unique qualifications of the employee or the special needs of the agency and how the employee’s departure or potential departure will affect the agency’s mission.

f.
Repayment of student loans will be based solely on the outstanding debt at the time the employee and the activity enter into the agreement Payments cannot be made prior to the employee entering on duty, The manager

will verify the existence of, and the balance remaining on qualifying outstanding loans by requesting the candidel employee provide a letter from the loan holder containing this information.

It Prior to any repayment of student loan, the employee is required to sign a service agreement. All service agreements require a 3-year commitment that commences on the first pay-period after the agreement is signed. The Customer Service Representative shall be provided a completed copy of the service agreement for forwarding to the Defense Finance Accounting Service in order to begin payments to the loan holder.

Back to Table of Contents
g.
An employee loses separate from the agency, 2) or 3) violate the conditions of entitlements to continued benefits if they 1) do not maintain an acceptable level of competence the service agreement.

The service agreement can specify other employment conditions such as a requirement that the employee perform specific duties, retain employment within the organization or meet all cor~itions of employment for the position. These additional conditions must be defined on the first page of the service agreement, under Conditions of Employment.

Documentation for each approved student loan repayment to include verification of the employee’s outstanding student loan (typically the letter from the loan holder), the manager’s justification for authorizing the loan repayment, and a copy of the service agreement will be placed on the left-hand side of the Official Personnel File.
Back to Table of Contents
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Trainee Handbook


The Trainee Handbook was adopted from the  Intern Handbook created by CECOM Acquisition Center.  

Career Coordinator Guide


The Career Coordinator (CC) Guide was developed to provide guidance and help to the CCs at all locations.

Site Visits


Once the program is in place, the MDP manager should schedule several site visits to organizations throughout the Army to check on the local oversight of the program.

Back to Table of Contents

[image: image9.wmf]APPENDIX

A

6

A

6


VACANCY ANNOUNCEMENTS 

Outstanding Scholar Announcement

CONTROL NO IQ4369
OPM Open Competition Announcement

CONTROL NO VC0515
OUTSTANDING SCHOLAR ANNOUNCMENT
	USAJOBS                                                      CONTROL NO IQ4369

----------------------------------------------------------------------------FO

CONTRACT SPECIALIST                                         

                                           OPEN PERIOD 10/01/2001 - 09/27/2002

SERIES/GRADE: GS-1102-05/07

SALARY: $ 23,633 TO $ 31,801, ANNUAL      PROMOTION POTENTIAL: GS-09

ANNOUNCEMENT NUMBER:  RI-OSV-02-343              

HIRING AGENCY: FLD OPERATING OFC OF OFC OF SEC OF ARMY                                    

DUTY LOCATIONS: 0025 vacancies WORLDWIDE,   ..

REMARKS: TRAVEL AND RELOCATION EXPENSES WILL BE PAID

         FOR ADDITIONAL VACANCIES VISIT OUR WEBSITE AT HTTP://WWW.CPOL.ARMY.MIL

Link to:         Entry Level Management Positions with Dept of Army
CONTACT:         JEN SCHAFER               

                 PHONE: (309) 782-7299 

                 INTERNET ADDRESS: jennifer.schafer@cpocria.army.mil                 

                 NORTH CENTRAL CPOC            

                 ATTN: SFCP-NCS (ACTEDS)       

                 BUILDING 102,, Dep't  W-01    

                 1 ROCK ISLAND ARSENAL         

                 ROCK ISLAND, IL  61299-7650




	Full vacancy announcement follows. Please be sure to review for complete qualification and "How to Apply" information. 


	                             Vacancy Announcement                             

                               UNITED STATES ARMY                             

                    FLD OPERATING OFC OF OFC OF SEC OF ARMY                   

Vacancy Announcement Number: RI-OSV-02-343                                    

Opening Date:  10/01/2001                                                     

Closing Date:  09/27/2002                                                     

Position:  CONTRACT SPECIALIST                                                

           GS-1102-05/07                                                      

Salary: $23633 per year - $31801 per year                                     

Promotion Potential: GS-09                                                    

Duty Location: 25 vacancies at WORLDWIDE, ..                                  

****RECRUITMENT BONUS ****                                                    

A ONE TIME “RECRUITMENT BONUS” HAS BEEN AUTHORIZED TO BE PAID TO THE SELECTEE 

CONSISTING OF 25% OF THE FIRST YEAR’S BASE PAY.  PAYMENT OF THIS BONUS,       

HOWEVER, IS AT THE TOTAL DISCRETION OF THE INDIVIDUAL SELECTING OFFICIAL.     

SOME SELECTING OFFICIALS MAY CHOOSE NOT TO PAY THE BONUS AND ARE NOT OBLIGATED

TO DO SO.  (This bonus may be paid to eligible individuals who are 1)         

receiving their first appointment as an employee of the Federal government, or

2) receiving an appointment following a break in service of at least one year,

or 3) receiving an appointment within one year after termination of employment

under a student work-study program under a Schedule B appointment.)           

Travel and relocation expenses WILL be paid.                                  

This vacancy announcement will be used to develop an inventory of applications

to fill vacancies as they occur through September 2002.  Your application will

be considered for only 120 days after its receipt.  If you wish to extend your

eligibility after your initial 120 days have expired, you must notify us at   

the address listed later in this announcement.  Please make sure you complete 

the geographic preference sheet located toward the end of this announcement   

and submit it with the other materials required by this announcement.         

LISTS OF QUALIFIED APPLICANTS MAY BE COMPILED AND REFERRRED TO SELECTING      

OFFICIALS AT ANY TIME DURING THE LIFE OF THIS ANNOUNCEMENT WHEN AN INTERIM    

“CUT-OFF” DATE IS ESTABLISHED.  CUT-OFF DATES WILL BE ESTABLISHED BASED ON    

MANAGEMENT REQUEST, HOWEVER, THE FIRST CUT-OFF WILL NOT OCCUR PRIOR TO 30 DAYS

FROM THE OPENING DATE OF THIS ANNOUNCEMENT.  IF YOU HAVE A COMPLETE           

APPLICATION ON FILE ON A GIVEN CUT-OFF DATE, YOU WILL BE CONSIDERED FOR       

VACANCIES PROVIDED YOUR APPLICATION IS NOT MORE THAN 120 DAYS OLD FROM THE    

DATE OF ITS RECEIPT IN THIS OFFICE.                                           

Applicants will be notified of the location of the vacancy at the time of     

selection.                                                                    

Some positions have an entry level of GS-5 while others have an entry level of

GS-7 depending on the duty location.  The full promotion potential of GS-9 or 

GS-11 will also vary depending on the duty location.  Be sure to indicate your

lowest acceptable grade on the application. You WILL NOT be considered for    

vacancies with grades lower than the lowest acceptable grade you specify on   

your application.                                                             

After you have submitted your application, please feel free to check the      

status of your application on-line by visiting our web site at: https://ncweb.ri

a.army.mil/aladdin/logins/aladdin1.htm
                                    

To view additional vacancies visit our website at http://ncweb.ria.army.m

il/dainterns/default.htm
                                                  

Applications will be accepted from:                                           

Outstanding Scholars, Veterans Readjustment Appointments and 30% Disabled     

Veterans Only.                                                                

Major Duties:  Receives formal classroom and on-the job training designed to  

provide the incumbent with the knowledge of regulated laws, regulations,      

policies, precedents, methods and techniques to perform a variety of functions

and operations within the Contracting and Acquisition field.  Training will   

ensure that the incumbent will be gaining knowledge in procurement,           

purchasing, rental or lease of supplies, services and equipment.              

Qualifications Required:                                                      

The following qualification requirements pertain to:                          

Department of Defense civilian employees who have NEVER held a GS-1102        

position; ALL Non Department of Defense Federal Employees and ALL other       

applicants not currently employed by the Federal Government in a civilian     

capacity:                                                                     

Basic Requirement:  In accordance with Section 808 of the National Defense    

Authorization Act, effective 1 Oct 00, applicants must have a a Baccalaureate 

Degree in any field AND 24 semester credit hours in business disciplines.     

Such business disciplines may include accounting, law, business finance,      

contracts, purchasing, economics, industrial management, marketing,           

quantitative methods, organization and management. Basic qualification        

requires submission of transcripts with application.  Without transcripts,    

applicants will be rated ineligible for consideration.                        

OUTSTANDING SCHOLAR – Qualifications Requirements                             

GS-5 AND GS-7 LEVEL                                                           

In addition to the Basic Requirement described above, applicants MUST have a  

Baccalaureate Degree with a 3.45 cumulative grade point average or higher on a

4.0 scale for all undergraduate course work WHICH INCLUDES AT LEAST 24        

SEMESTER HOURS IN BUSINESS RELATED COURSES; OR have graduated in the top ten  

percent of their undergraduate class of their college or university, or major 

college or university subdivision with 24 semester hours in business related  

courses.  (Applicants who have a Bachelors Degree but who do NOT possess the  

required 24 semester hours in Business related courses will be rated “NOT     

QUALIFIED”).                                                                  

Transcripts MUST be provided which show cumulative grade point average or     

class ranking in order to receive consideration.  If applying on the basis of 

the top 10% qualification provision, you must submit a letter from the        

Registrar’s Office as proof.  APPLICATIONS WITH TRANSCRIPTS THAT DO NOT PERMIT

THE CALCULATION OF A GRADE POINT AVERAGE FOR ALL UNDERGRADUATE WORK WILL NOT  

BE CONSIDERED  (This includes courses and grades received at institutions that

were transferred to the degree conferring institution).                       

UNDERGRADUATE STUDENTS WITHIN ONE SEMESTER OF GRADUATION MAY APPLY USING      

CURRENT TRANSCRIPTS.  Complete transcripts with evidence of receipt of degree,

grade point average, and successful completion of 24 semester hours of        

business courses, however, will be required before you are eligible for       

appointment.                                                                  

QUALIFICATION REQUIREMENTS FOR 30% DISABLED VETERANS AND VETERAN'S            

READJUSTMENT APPOINTMENT ELIGIBLES   (These qualifications pertain to Veterans

who are Department of Defense civilian employees who have NEVER held a GS-1102

position; ALL Non Department of Defense Federal Employees and ALL other       

veterans not currently employed by the Federal Government in a civilian       

capacity)                                                                     

GS-5 LEVEL                                                                    

BASIC REQUIREMENT                                                             

In addition to the Basic Requirement Described above, possession of a         

baccalaureate degree in any field from an accredited institution authorized to

grant baccalaureate degrees WHICH INCLUDED SUCCESSFUL COMPLETION OF AT LEAST  

24 SEMESTER HOURS IN BUSINESS RELATED COURSES.   (Applicants who have a       

Bachelors Degree but who do not possess 24 semester hours in Business related 

courses will be rated “NOT QUALIFIED”)                                        

GS-07  LEVEL                                                                  

In addition to meeting the BASIC REQUIREMENT described above, you must meet   

one of the following criteria:                                                

A.   Superior Academic Achievement. 1. A standing in the upper third of your  

college class or major subdivision (e.g. school of business) at the time you  

apply. 2. A grade point average of 'B' (3.0 on a 4.0 scale) or its equivalent 

for all courses completed; (a) at the time of application; or (b) during the  

last two years of your undergraduate curriculum. 3. A 'B+' (3.5. on a 4.0     

scale) or its equivalent for all courses completed in a qualifying major field

of study, either:(a) at the time of application; or (b) during the last 2     

years of your undergraduate curriculum. 4. Election to membership in one of   

the national honorary societies (other than freshman societies) that meets the

requirements of the Association of College of Honor Societies. Grade point    

averages should be rounded to one decimal point. For example, 2.95 is rounded 

to 3.0, and 2.94 is rounded to 2.9. NOTE: If more than 10 percent of your     

undergraduate course work (credit hours) was taken on a pass/fail or similar  

basis, your claim must be based on class standing or membership in an honor   

society.                                                                      

 OR                                                                           

B. One year of specialized experience equivalent to at least the next lower   

grade level in the normal line of progression is qualifying for grade GS- 7.  

This specialized experience must have equipped the applicant with the         

particular knowledge, skills, and abilities to perform successfully the duties

of the position to be filled. Examples of qualifying specialized experience   

include: Developing, preparing, and presenting terms and conditions in bids or

proposals related to the award of contracts. Negotiating and awarding         

contracts, contract modifications, and/or subcontracts. Legal practice        

involving participation in negotiating, awarding, or administering contracts, 

or the analysis of procurement policies and procedures. Administering the     

terms and condition of contracts, including such aspects as preparing contract

modifications, evaluation of performance under the contract, and contract     

termination. Analyzing proposed prices or costs, including such aspects as    

evaluating technical and audit reports, forecasting price trends, evaluating  

economic factors, estimating production efficiencies, and evaluating methods  

of allocating costs through various types of overhead and general and         

administrative expense. Formulating policies and procedures for the           

acquisition of goods or services, participating in procurement management     

reviews and contract clearance, or developing positions on claims and protest 

related to contracts.                                                         

SPECIAL QUALIFICATION REQUIREMENTS FOR CURRENT DEPARTMENT OF DEFENSE (DoD) 

CIVILIAN EMPLOYEES ONLY (The following qualifications apply ONLY to current   

CIVILIAN employees of DoD who are either CURRENT or FORMER GS-1102 employees. 

   All others see qualification requirements above.                       

OUTSTANDING SCHOLAR – Qualifications Requirements                             

GS-5 AND GS-7 LEVEL                                                           

Applicants must have a Baccalaureate Degree with a 3.45 cumulative grade point

average or higher on a 4.0 scale for all undergraduate course work; OR have   

graduated in the top ten percent of their undergraduate class of their college

or university, or major college or university subdivision. Transcripts MUST be

provided which show cumulative grade point average or class ranking in order  

to receive consideration.  If applying on the basis of the top 10%            

qualification provision, you must submit a letter from the Registrar’s Office 

as proof.  APPLICATIONS WITHOUT TRANSCRIPTS THAT DO NOT PERMIT THE CALCULATION

OF A GRADE POINT AVERAGE FOR ALL UNDERGRADUATE WORK WILL NOT BE CONSIDERED    

(This includes courses and grades received at institutions that were          

transferred to the degree conferring institution).                            

UNDERGRADUATE STUDENTS WITHIN ONE SEMESTER OF GRADUATION MAY APPLY USING      

CURRENT TRANSCRIPTS.  Complete transcripts with evidence of receipt of degree 

and grade point average, however, will be required before you are eligible for

appointment.                                                                  

QUALIFICATION REQUIREMENTS FOR 30% DISABLED VETERANS AND VETERAN'S            

READJUSTMENT APPOINTMENT ELIGIBLES                                            

GS-5 LEVEL                                                                    

BASIC REQUIREMENT                                                             

These are Defense Acquisition Workforce Improvement Act (DAWIA) Positions.    

Upon application, candidates must meet one of the following listed criteria:  

Possession of a baccalaureate degree in any field from an accredited          

institution authorized to grant baccalaureate degrees;                        

OR                                                                            

Have completed at least 24 semester hours from an accredited institution in   

any of the following business related disciplines: accounting, business       

finance, law, contracts, purchasing, economics, industrial management,        

marketing, quantitative methods, and organization and management.             

OR                                                                            

A passing score on an examination provided by the Defense Activity for        

Non-Traditional Education Support (DANTES) to demonstrate skills, knowledge or

abilities comparable to that of an individual who has completed at least 24   

semester hours (or the equivalent) of study in any of these academic          

disciplines;                                                                  

OR                                                                            

Have 10 years of contracting experience prior to October 1, 1991. Contracting 

experience could be a combination of government and private sector experience.

GS-07  LEVEL                                                                  

In addition to meeting one of the basic requirements, you must meet one of the

following criteria:                                                           

A.   A bachelor's degree from an accredited college or university AND meet one

of the following provisions for superior academic achievement: 1. A standing  

in the upper third of your college class or major subdivision (e.g. school of 

business) at the time you apply. 2. A grade point average of 'B' (3.0 on a 4.0

scale) or its equivalent for all courses completed; (a) at the time of        

application; or (b) during the last two years of your undergraduate           

curriculum. 3. A 'B+' (3.5. on a 4.0 scale) or its equivalent for all courses 

completed in a qualifying major field of study, either:(a) at the time of     

application; or (b) during the last 2 years of your undergraduate curriculum. 

4. Election to membership in one of the national honorary societies (other    

than freshman societies) that meets the requirements of the Association of    

College of Honor Societies. Grade point averages should be rounded to one     

decimal point. For example, 2.95 is rounded to 3.0, and 2.94 is rounded to    

2.9. NOTE: If more than 10 percent of your undergraduate course work (credit  

hours) was taken on a pass/fail or similar basis, your claim must be based on 

class standing or membership in an honor society.                             

 OR                                                                           

B. Completion of one full year of graduate level education or law school. Such

education must demonstrate the knowledge, skills, and abilities necessary to  

do the work of the position. To qualify on the basis of graduate education,   

the graduate study must be in one or a combination of the following fields:   

acquisition management, business administration, contracting or procurement,  

economics, finance, industrial management, law, management and organization,  

marketing, public administration, purchasing, quantitative methods, or other  

fields related to the position to be filled.                                  

OR                                                                            

C. One year of specialized experience equivalent to at least the next lower   

grade level in the normal line of progression is qualifying for grade GS- 7.  

This specialized experience must have equipped the applicant with the         

particular knowledge, skills, and abilities to perform successfully the duties

of the position to be filled. Examples of qualifying specialized experience   

include: Developing, preparing, and presenting terms and conditions in bids or

proposals related to the award of contracts. Negotiating and awarding         

contracts, contract modifications, and/or subcontracts. Legal practice        

involving participation in negotiating, awarding, or administering contracts, 

or the analysis of procurement policies and procedures. Administering the     

terms and condition of contracts, including such aspects as preparing contract

modifications, evaluation of performance under the contract, and contract     

termination. Analyzing proposed prices or costs, including such aspects as    

evaluating technical and audit reports, forecasting price trends, evaluating  

economic factors, estimating production efficiencies, and evaluating methods  

of allocating costs through various types of overhead and general and         

administrative expense. Formulating policies and procedures for the           

acquisition of goods or services, participating in procurement management     

reviews and contract clearance, or developing positions on claims and protest 

related to contract.                                                          

OR                                                                            

D. Completion of a combination of education and experience described in 'B'   

and 'C' above. (Refer to the instructions below on how to combine education   

and experience.)                                                              

APPLICANTS MUST HAVE COMPLETED THE EDUCATION/EXPERIENCE REQUIREMENTS BY THE   

CLOSING DATE. GENERAL INFORMATION FOR THE APPLICANT:                          

Graduate Education: One academic year of graduate education is considered to  

be the number of credits hours that your graduate school has determined to    

represent one academic year of full-time study. Such study may have been      

performed on a full-time or part-time basis. If you cannot obtain your        

graduate school's definition of one year of graduate study, 18 semester hours 

(or 27 quarter hours) should be considered as satisfying the requirement for  

one year of full-time graduate study.                                         

Combination of Education and Experience: If you do not qualify based on       

education or experience alone, you can combine your education and experience  

by converting each to a percentage and then adding the percentages. (If your  

education is currently described in quarter hours, convert the quarter hours  

into semester hours by multiplying the quarter hours by the fraction 2/3.)    

For GS-7: divide the number of graduate semester hours by 18.                 

Refer to the qualification requirements above for a description of the type of

experience that is considered qualifying. To determine your percentage of     

qualifying experience, you must divide your total number of months of         

qualifying experience by the required number of months of experience. GS-07:  

Requires 12 months of specialized experience as described in 'C' above. Now   

add your percentages of education and experience. The two percentages must    

total at least 100% for you to qualify under the combination of education and 

experience.                                                                   

Knowledges, Skills and Abilities Required:                                    

NONE                                                                          

Basis of Rating:                                                              

Method of basic eligibility will be determined by assessing the candidate’s   

background against the appropriate OPM and Department of Defense standards to 

include any selective placement factors.  Assessment will be made by reviewing

the application materials required by this announcement.                      

Pay, Benefits and Work Schedule:                                              

All Federal employees are required by PL 104-134 to have federal payments made

by Direct Deposit.                                                            

This position will be filled on a full-time permanent basis.  Upon completing 

any required probationary period, the position will be permanent.             

Conditions of Employment:                                                     

Selectee must sign a mobility agreement to accept relocation to other         

geographic locations if required by the agency.                               

Some travel will be required.                                                 

Other Information:                                                            

1) All candidates MUST be citizens of the United States.                      

2) If selected for this position, a signed mobility agreement is a condition  

of employment.  This agreement states that in order to be placed in the intern

program, or upon graduation from the intern program, you may be assigned to   

any location, within the Department of Army and that you will move to the new 

duty location.  Failure to relocate can be used as the basis for              

non-selection.  Failure to relocate after appointment can be the basis for    

your removal from Federal service.                                            

3) This position is non-sensitive and requires a personnel security           

investigation on a post-appointment basis only.                               

4) Male applicants born after December 31, 1959, are required to complete a   

Pre-Employment Certification Statement for Selective Service registration     

prior to appointment.  Failure to comply may be grounds for withdrawal of an  

offer of employment, or dismissal after appointment.                          

APPLICATION/RESUME DEADLINE:                                                  

Resume/application must be RECEIVED IN THIS OFFICE BY THE CLOSING DATE of the 

vacancy announcement or it will not be considered.  Failure to provide all of 

the required information may result in an “Ineligible” or “Not Qualified”     

rating.    ELECTRONIC APPLICATIONS CANNOT BE ACCEPTED.                        

How To Apply:                                                                 

All applicants must submit a resume and a copy of ALL college transcripts with

semester hours and grades.  Veterans MUST include copies of their DD 214      

(Certificate of Release or Discharge from Active Duty). Veterans who do not   

submit the DD-214 will NOT receive consideration unless they are applying     

under the auspices of the Outstanding Scholar Program described above.        

For those veterans claiming 10-Point Preference, a copy of a SF-15            

(Application for 10-Point Veterans Preference), as well as a letter from the  

Veterans Administration dated within the past 12 months showing the percentage

of your disability, must be included with the application or 10-Point         

Preference will not be awarded.                                               

All applicants must provide the following information in your                 

resume/application:                                                           

a. You must list the position and job announcement for which you are applying.

If you do not identify what you are applying for, your application will not be

considered.                                                                   

b. You must provide your Social Security Number                               

c. You must provide your full name, mailing address and day and evening       

telephone numbers.                                                            

d. You must provide country of citizenship.                                   

e. You must provide complete dates (month, day, year, hours per week) of any  

current or previous employment with a complete description of the duties you  

performed.                                                                    

f. List of college courses: If you are applying for positions on the basis of 

your education or a combination of education and experience, you MUST provide 

an unofficial copy of your college transcript. A copy of ALL college          

transcripts is required. However, if you are appointed to a position, you     

maybe requested to provide an official copy of your transcript at that time.  

Failure to list all courses may result in an ineligible rating for the        

position for which you have applied. In completing your course listing, you   

must include the course title, the actual or projected credit hours for each  

course, grades, and the actual or projected completion dates of each course.  

You will receive no credit for your college course work if you fail to provide

this essential information. Your course listing must also identify any        

scholastic honor societies to which you currently belong and those for which  

you have been accepted for membership. A separate transcript must be submitted

with each application or resume. INCOMPLETE TRANSCRIPTS WHICH DO NOT PERMIT A 

COMPLETE CALCULATION OF GPA FOR ALL GRADES AND ALL SEMESTER HOURS (REGARDLESS 

OF THE NUMBER OF SCHOOLS YOU ATTENDED) WILL BE CONSIDERED INELIGIBLE FOR      

OUTSTANDING SCHOLAR APPOINTMENTS UNLESS DOCUMENTATION IS SUBMITTED FROM THE   

SCHOOL CERTIFYING THAT YOU WERE IN THE TOP 10% OF YOUR GRADUATING CLASS.  In  

addition, applicant must possess the required 24 semester hours of Business   

related courses.                                                              

g. OPM FORM 1386, (Background Survey Questionnaire): Completion and submission

of this form is voluntary.  (APPLICABLE TO THOSE APPLYING AS OUTSTANDING      

SCHOLARS ONLY)                                                                

h.  DD-214 (Certificate of Release or Discharge from Active Duty): If you are 

eligible for veteran’s preference, you must submit a legible member 4 copy of 

your DD-214 to support your claim for veteran’s preference.                   

i. SF-15 (Application for 10-Point Veterans Preference): This form must be    

submitted, along with appropriate proof, if you are a veteran claiming        

10-point veteran’s preference.                                                

j.  Please indicate on a separate sheet of paper how you heard about our      

position:                                                                     

___  Job Fair                                                                 

___  College Placement Office                                                 

___  World Wide Web                                                           

___  OPM Federal Job Opportunities Board  (FJOB)                              

___  Department of Army’s Civilian Personnel Online  (CPOL)                   

___  Other website (i.e.  Monster.com, etc.)                                  

___  A friend                                                                 

___  Someone who works for the Department of Army                             

___  You are a former employee (student aid, co-op student, etc.)             

___  In-House Merit Promotion Announcement                                    

___  Other (please specify):  ______________________________________          

DISPLACED EMPLOYEES REQUESTING SPECIAL SELECTION PRIORITY CONSIDERATION UNDER 

THE INTERAGENCY CAREER TRANSITION ASSISTANCE PROGRAM (ICTAP)                  

l. If you are a displaced Federal employee, you may be entitled to receive    

special priority selection under the ICTAP.  To receive this priority         

consideration you must submit a copy of the appropriate documentation such as 

RIF separation notice with an SF50, letter from OPM or your agency documenting

your priority consideration status with your application package.             

2. You must file your application by the vacancy announcement closing date and

meet all the application criteria (e.g., submit all required documentation,   

etc.).                                                                        

3. You must be rated well qualified for the position. To be considered well   

qualified you must earn the score cut-off of 70.0 prior to the assignment of  

veteran preference points.                                                    

For additional information about this position please contact:                

Contact:               JEN SCHAFER                                            

                       3097827299                                             

Please submit your application package to:                                    

                       NORTH CENTRAL CPOC                                     

                       ATTN: SFCP-NCS (ACTEDS)                                

                       BUILDING 102,  DEP'T  W-01                             

                       1 ROCK ISLAND ARSENAL                                  

                       ROCK ISLAND, IL   61299-7650                           

The Federal Government is an Equal Opportunity Employer.                      

Applicants will receive appropriate consideration without regard to non-merit 

factors such as race, color, religion, sex, national origin, marital status,  

sexual orientation except where specifically authorized by law, age, policies 

or disability which do not relate to successful performance of the duties of  

this position. Otherwise qualified applicants with disabilities who need      

reasonable accommodation may notify the agency Point of Contact on this       

announcement of their need.                                                   

-------------------------------------------------------                       

Supplemental Application Requirements                                         



Please complete the following “geographical preference statement” and 

submit it with your application. 

                                     

I am interested in obtaining employment as a Contract Specialist in the       

following states/countries.  (You may check more than one).

           

Though I have checked my preferences below, I understand that I STILL MUST    

SIGN A MOBILITY AGREEMENT AS A PRE-CONDITION OF EMPLOYMENT.   

I understand that the consideration of my geographic preferences is entirely  

at the discretion of selecting officials.   Some may consider them.  Others   

may not consider them.   I further understand, however, that if I decline an  

offer of employment in ANY state or country, my application will be moved to  

the inactive file and WILL NOT be considered for additional vacancies covered 

by this vacancy announcement.

                                  

Failure to return this form with your application will presume availability   

for ALL duty locations.
                                                   


_____ All Locations in the U.S.

_____ ALABAMA

_____ ALASKA

_____ ARIZONA

_____ ARKANSAS

_____ CALIFORNIA

_____ COLORADO

_____ CONNECTICUT

_____ DELAWARE

_____ DISTRICT OF 
COLUMBIA

_____ FLORIDA

_____ GEORGIA

_____ HAWAII

_____ IDAHO

_____ ILLINOIS

_____ INDIANA

_____ IOWA

_____ KANSAS

_____ KENTUCKY

_____ LOUISIANA

_____ MAINE

_____ MARYLAND

_____ MASSACHUSETTS

_____ MICHIGAN

_____ MINNESOTA

_____ MISSISSIPPI

_____ MISSOURI

_____ MONTANA

_____ NEBRASKA

_____ NEVADA

_____ NEW HAMPSHIRE

_____ NEW JERSEY

_____ NEW MEXICO

_____ NEW YORK

_____ N. CAROLINA

_____ N. DAKOTA

_____ OHIO

_____ OKLAHOMA

_____ OREGON

_____ PENNSYLVANIA

_____ RHODE ISLAND

_____ S. CAROLINA

_____ S. DAKOTA

_____ TENNESSEE

_____ TEXAS

_____ UTAH

_____ VERMONT

_____ VIRGINIA

_____ WASHINGTON

_____ W. VIRGINIA

_____ WISCONSIN

_____ WYOMING





_____ GERMANY

_____ KOREA

_____ ITALY

_____ JAPAN

_____ PUERTO RICO
                                                                              


OPM OPEN COMPETITION ANNOUNCEMENT

	USAJOBS                                                      CONTROL NO VC0515

----------------------------------------------------------------------------FO

CONTRACT SPECIALIST                                         

                                           OPEN PERIOD 09/19/2001 - 12/20/2001

SERIES/GRADE: GS-1102-07/07

SALARY: $ 30,757.00 TO $ 39,983.00, ANNUAL      PROMOTION POTENTIAL: GS-11

ANNOUNCEMENT NUMBER:  CH122406                   

HIRING AGENCY: Fld Operating Ofc of Ofc of Sec of Army                                    

DUTY LOCATIONS: 0010 vacancies WARREN,   MI

REMARKS: THIS POSITION REQUIRES OVERNIGHT TRAVEL, 1 TO 5 NIGHTS PER MONTH.    

         JOB APPLICANTS MUST SUBMIT A FORM C TO BE CONSIDERED FOR THIS        

         POSITION.                                                            

CONTACT:         USAJOBS  BY PHONE         

                 PHONE: (478) 757-3000 

                 CHICAGO SERVICE CENTER        

                 230 SOUTH DEARBORN STREET     

                 DPN 30-3                      

                 CHICAGO, IL  60604     




	


 HYPERLINK "https://resume.usajobs.opm.gov/access.asp?ti=CONTRACT+SPECIALIST&vin=CH122406&tn=001&im=CHRESUME@OPM%2EGOV&agn=CH122406" 
Submit Résumé On-line
 

To submit an online résumé for this announcement, click on the link to our on-line Résumé Builder above. You can use the Résumé Builder to create a résumé on the system or to edit and submit a résumé that you already have on file. 

NOTE: Submission of a résumé from the USAJOBS web site may not be a complete application. Many positions require the completion of additional forms and/or the submission of supplemental materials. Please carefully review the vacancy announcement which follows for full "How to Apply" instructions. Failure to provide the required information and/or materials may result in your not being considered for employment. 

Download PDF file of Special Form
This announcement requires completion of a special form or forms. Please carefully review the vacancy announcement which follows for full "How to Apply" instructions. To download a PDF file of the form for mailing, click on Download PDF file. 

After downloading the file, please complete the form (see announcement for instructions) and mail it to the address provided in the announcement. 


	 OFFICE OF PERSONNEL MANAGEMENT                                               

CHICAGO SERVICE CENTER                                                        

VACANCY ANNOUNCEMENT                                                          

VACANCY IDENTIFICATION NUMBER:   CH122406                                     

OPENING DATE:  Sep 19, 2001                                                   

CLOSING DATE:  Dec 20, 2001                                                   

POSITION: CONTRACT SPECIALIST , GS - 1102- 07/ 07                             

PROMOTION POTENTIAL:  GS- 11                                                  

SALARY: $30,757.00 - $39,983.00                                               

THIS ISACareer/Career Conditional POSITION                                    

DUTY LOCATION: WARREN, MI - 10 vacancies                                      

EMPLOYING AGENCY: Department of the Army (US Army Tank Automotive Command)    

APPLICATIONS WILL BE ACCEPTED FROM :All U.S.     Citizens                     

MAJOR DUTIES:                                                          

The incumbent of this position will function in a developmental capacity,     

leading to the advancement to the target position of Contract specialist,     

GS-1102-11. Upon meeting regulatory and performance requirement, incumbent may

be promoted non-competitively to the target level. Serves as a trainee at     

entry level performing duties, which are designed for individual career       

development in the contracting specialization of the Procurement career       

program. Receives formal classroom and on-the-job training in the principles, 

concepts, work processes, regulations, and reference material fundamental to  

all areas of the contracting profession. Assignments are clear cut and        

designed to provide basic experience and training in all phases of this       

profession including both procedural and technical aspects involving methods, 

procedures, principles, theories and techniques used in contact revision, for 

supplies or services. Assists higher-grade specialist by performing a variety 

of standardized tasks relating t executing and administrating contracts.      

QUALIFICATION REQUIREMENTS:                                            

Basic Requirements                                                            

4-year course of study leading to a bachelor?s degree with a major in any     

field                                                                         

And                                                                        

24 semesters credit hours in business                                     

In addition to meeting the Basic Requirement, one year of specialized  

experience is required. Specialized experience is experience that equipped the

applicant with the particular knowledge, skills, and abilities to perform     

successfully the duties of the position. Examples of qualifying specialized   

experience include developing, preparing and presenting terms and condition in

bid or proposals related to the award of contracts. Negotiating and awarding  

contracts, contract modifications, and/or subcontracts. Legal practice        

involving participation in negotiating, awarding, or administering contracts, 

or the analysis of procurement policies and procedures. Administering the     

terms and condition of contracts, including such aspect as preparing contract 

modifications, evaluation of performance under the contract, and contract     

termination. Analyzing proposed prices or cost, including such aspects as     

evaluating technical and audit reports, forecasting price trends, evaluating  

economic factors, estimating production efficiencies, and evaluating methods  

of allocating cost through various types of overhead and general and          

administrative expense. Formulating policies and procedures for the           

acquisition of goods or services, participating procurement management reviews

and contract clearance or developing positions on claims and protect related  

to contract.                                                                  

To meet minimum qualification, at least one year of specilialized experience  

as defined above must have been equivalent in terms of difficulty and         

complexity at least to work performed at the next lower grade level, GS-5 in  

the Federal service.                                                          

EDUCATION SUBSTITUTION FOR SPECIALIZED EXPERIENCE: Bachelor?s Degree   

with a cumulative GPA of 2.95 or above (superior academic achievement); OR 

one (1) full year of graduate level education will also meet eligibility  

requirements. Copies of all transcripts MUST be provided in order to   

receive any credit for post high school education.                            

NOTE: One year of full-time graduate education is considered to be the number 

of credit hours the school has determined to represent one year of full-time  

study. If this information is available, please include it on your application

or transcript. Otherwise, your graduate education will be credited using the  

premise that 18 semester hours constitutes one year of graduate study.        

Combining education and experience: To combine your education and experience, 

you must convert each to a percentage, and then add the percentages. The      

combined total of your percentage of education and experience must equal at   

least 100% in order to qualify. If your education is currently described in   

quarters hours, convert the quarter hour into semester hours by multiplying   

the quarter hours by the fraction 2/3. To calculate your percentage of        

graduate education, divide the number of graduate semester hours by 18. To    

determine your percentage of qualifying experience, you must divide your total

number of months of qualifying experience by the required number of months of 

qualifying experience by the required number of months of experience Add your 

percentages of education and experience. The two percentages must total at    

least 100%.                                                                   

OTHER INFORMATION:                                                     

You must be a United States citizen to apply.                                 

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.                                                        

This position will be open for 3 months                                       

First Cutoff Date will be 10/11/01                                            

Second Cutoff Date will be 11/1/01                                            

Third Cutoff Date will be 11/23/01                                            

Fourth Cutoff Date will be 12/14/01                                           

Applications received by the first cutoff date (10/11/01) will receive first  

consideration. Applications received by the second cutoff date (11/1/01) will 

receive second consideration. Applications received by the third cutoff date  

(11/23/01) will receive third consideration. Applications received by the     

fourth and final (12/14/01) will receive fourth consideration.                

Selectee must sign a Mobility Agreement                                       

Travel and Relocation expenses will be paid.                                  

       *THIS ANNOUNCEMENT HAS BEEN MODIFIED TO DELETE THE PAYMENT OF A        

RECRUITMENT BONUS.                                                            

BASIS FOR RATING:                                                      

Ratings will be based on responses to the occupational questions in this      

document. Please follow all instructions carefully. Errors or omissions may   

affect your score. Qualified candidates will be assigned a score between 70   

and 100, not including points that may be assigned for veterans preference.   

Please note: If a determination is made that you have rated yourself higher   

than is supported by your description of experience and/or education OR that  

your application is incomplete, the following process will take place.        

Choose one of the following two paragraphs and delete the other.              

After a review of all the experience and training, a single best level        

reflecting the KSA's of the rating schedule (70, 80, or 90) will be assigned  

for your total experience including education and/or training. Points for     

veteran's preference will be added to the basic rating of 70, 80, or 90.      

                   Your application will receive no further consideration for 

this announcement OR you may submit additional materials by Dec 20, 2001 .    

CTAP/ICTAP:                                                            

IMPORTANT INFORMATION FOR SURPLUS OR DISPLACED FEDERAL EMPLOYEES (CAREER      

TRANSITION ASSISTANCE PLAN- CTAP INTERAGENCY CAREER TRANSITION ASSISTANCE     

PLAN- ICTAP)                                                                  

Individuals who have special priority selection rights under the Agency Career

Transition Assistance Program (CTAP) or Interagency Career Transition         

Assistance Program (ICTAP) must be well-qualified for the position to receive 

consideration for special priority selection. CTAP or ICTAP eligibles will be 

considered well-qualified ifyou meet the minimum qualification requirements as

stated above, before the addition of veterans' preference point..             

Federal employees seeking CTAP/ICTAP eligibility must submit proof that they  

meet the requirements of 5 CFR 330.605(a) for CTAP and 5 CFR 330.704 for      

ICTAP. This includes a copy of the agency notice, a copy of their most recent 

Performance Rating and a copy of their most recent SF-50 noting current       

position, grade level, and duty location. Please annotate your application to 

reflect that you are applying as a CTAP or ICTAP eligible.                    

HOW TO APPLY:                                                          

Your application will consist of three components. The first component        

consists of the occupational questionnaire that you must complete. The second 

component is your resume. The final component of your application consists of 

"other" application materials. Examples of these other materials include your 

college transcripts (if required) and documentation of veteran status (if     

applicable). Instructions on completing and submitting these items follow. 

APPLICATION MATERIALS MUST BE RECEIVED BY Dec 20, 2001 . FAILURE TO    

PROVIDE COMPLETE INFORMATION MAY RESULT IN YOUR NOT RECEIVING CONSIDERATION   

FOR THIS POSITION. Your application materials will not be returned. Do not

submit original documents that you may need in the future.                    

STEP ONE:                                                                     

Complete and Submit the Occupational Questionnaire                         

Submit your answers on-line via the USAJOBS web site.                         

1. Connect to the USAJOBS web site athttp://www.usajobs.opm.gov           

2. Click on On-line Application (on the USAJOBS logo, or on the text   

line below the logo)                                                          

3. Click on "Complete On-line Occupational Questionnaire"                     

4. Scroll down the on-line application screen until the "Enter Vacancy ID" box

appears                                                                       

5. Enter Vacancy IDCH122406and click on "Submit" to begin the on-line         

application                                                                   

We highly encourage you to complete the Occupational Questionnaire using the  

on-line method since it is the most efficient way for us to process your      

responses. If you are unable to submit your responses on-line, refer to the   

alternatives described under Alternative Methods for Completing Occupational  

Questionnaire at the end of this announcement.                                

Instructions for answering the questions in the Occupational Questionnaire:

Please use the following step-by-step instructions as a guide to filling  

out the required questionnaire. You will need to print the vacancy            

announcement and refer to it as you answer the questions. You may omit any    

optional information; however, you must provide responses to all required     

questions. Be sure to double check your application before submission.        

You must submit your on-line questionnaire by midnight, Eastern Time, on the  

closing date of the application.                                              

Social Security Number                                                        

Enter your Social Security Number in the space indicated. Providing your      

Social Security Number is voluntary, however we can not process your          

application without it.                                                       

Vacancy Identification Number                                                 

Enter theVacancy Identification Number:    CH122406                           

1. Title of Job                                                               

Enterposition title:  CONTRACT SPECIALIST                                     

2. Biographic Data                                                            

All biographic information is required, except for your telephone number and  

the contact time.                                                             

3. E-Mail Address                                                             

4. Work Information                                                           

5. Employment Availability                                                    

6. Citizenship                                                                

Are you a citizen of the United States?                                       

7. Background Information                                                     

On the C Form, you will leave this section blank. The Online Application will 

not ask you this question.                                                    

8. Other Information                                                          

9. Languages                                                                  

On the C Form, you will leave this section blank. The Online Application will 

not ask you this question.                                                    

10. Lowest Grade                                                              

 Enter the lowest grade level (07 - 07 ) you will accept.                     

11. Miscellaneous Information                                                 

On the C Form, you will leave this section blank. The Online Application will 

not ask you this question.                                                    

12. Special Knowledge                                                         

On the C Form, you will leave this section blank. The Online Application will 

not ask you this question.                                                    

13. Test Location                                                             

On the C Form, you will leave this section blank. The Online Application will 

not ask you this question.                                                    

14. Veteran Preference Claim                                                  

Required. Enter your claim for Veterans' Preference.                          

15. Dates of Active Duty - Military Service                                   

These dates are required if you have claimed Veterans' Preference unless you  

have claimed derived Preference (i.e., widows, spouse, etc.)                  

16. Availability Date                                                         

You may omit the availability date if you can begin work immediately.         

Otherwise, you must provide the date that youwill be available for employment.

17. Service Computation Date                                                  

18. Other Date Information                                                    

On the C Form, you will leave this section blank. The Online Application will 

not ask you this question.                                                    

19. Job Preference                                                            

On the C Form, you will leave this section blank. The Online Application will 

not ask you this question.                                                    

20. Occupational Specialties                                                  

Enter at least one occupational specialty code. The specialty code (s) for    

this position is:                                                             

001 NONE                                                                      

21. Geographic Availability                                                   

Select the geographic location code(s) in which you are interested and will   

accept employment. The location code(s) for this position:                    

0188 WARREN, MI                                                               

22. Transition Assistance Plan                                                

In this section indicate if you are a surplus or displaced Federal employee   

requesting special priority consideration under the Career Transition         

Assistance Plan (CTAP) or the Interagency Career Transition Assistance Plan   

(ICTAP).                                                                      

Note: To receive consideration for CTAP or ICTAP, you must submit the         

necessary supporting documentation. Refer to the vacancy announcement for     

additional information and instructions.                                      

23. Job Related Experience                                                    

On the C Form, you will leave this section blank. The Online Application will 

not ask you this question.                                                    

24. Personal Background Information                                           

APPLICANT RACE AND NATIONAL ORIGIN                                     

The United States District Court for the District of Columbia, in a decree    

approved in a lawsuit entitled Luevano v. Lachance, Civil Action no. 79-0271, 

has ordered that Federal Government agencies provide data on the race and     

national origin of applicants for certain Federal occupations. The position   

for which you are applying is in one of those occupations. The collection of  

this information is authorized for use by the Office of Personnel Management  

only for the purposes of complying with the requirements of the Luevano v.    

Lachance Decree.  The data you supply will be used for statistical analysis   

pursuant to the requirements of the lawsuit, and will not be shared with      

employing agencies. You are requested to complete the following, however,     

submission of this information is voluntary.  Your failure to do so will have 

no effect on the processing of your application for Federal employment.       

The categories (items 1-6) below provide descriptions of race and national    

origins.  Select the category with which you identify yourself.  If you are of

mixed race and/or national origin, select the category with which you most    

closely identify yourself.  Please select only one by shading in the circle   

next to the number correspondingto the category.                              

PRIMARY GEOGRAPHIC ZONE                                                

Select the Zone (items 7-15) which includes your first choice for location of 

employment.  This designation is for statistical use only and will not affect 

your actual consideration for employment.  Your geographic area of            

consideration will be determined by your entries in Section 21,GEOGRAPHIC     

AVAILABILITY. Please select only one and darken the appropriate circle next to

the number corresponding to your selection.                                   

1 American Indian or Alaskan Native - A person having origins in any of the   

original peoples of North America, and who maintains cultural identification  

through community recognition or tribal affiliation.                          

2 Asian or Pacific Islander - A person having origins in any of the original  

peoples of the Far East, Southeast Asia, the Indian subcontinent, or the      

Pacific Islands.  For example, this area includes China, India, Japan, Korea, 

the Philippine Islands, and Samoa.                                            

3 Black, not of Hispanic origin - A person having origins in any of the black 

racial groups of Africa. This does not include persons of Mexican, Puerto     

Rican, Cuban, Central or South American, or other Spanish cultures or origins.

4 Hispanic - A person of Mexican, Puerto Rican, Cuban, Central or South       

American, or other Spanish cultures or origins.  This does not include persons

of Portuguese culture or origin.                                              

5 White, not of Hispanic origin - A person having origins in any of the       

original peoples of Europe, North America, or the Middle East.  This does not 

include persons of Mexican, Puerto Rican, Cuban, Central or South American, or

other Spanish cultures or origins.                                            

6 A person not included in another category.                                  

7 ATLANTA ZONE includes Alabama, Florida, Georgia, Mississippi, North         

Carolina, South Carolina, Tennessee, and Virginia                             

8 CHICAGO ZONE includes Illinois, Indiana, Iowa, Kansas, Kentucky, Michigan,  

Minnesota, Missouri, Nebraska, North Dakota, Ohio, South Dakota, West         

Virginia, and Wisconsin                                                       

9 DALLAS ZONE includes Arizona, Arkansas, Colorado, Louisiana, Montana, New   

Mexico, Oklahoma, Texas, Utah, and Wyoming                                    

10 PHILADELPHIA ZONE includes Connecticut, Delaware, Maine, Maryland,         

Massachusetts, New Hampshire, New Jersey, New York, Pennsylvania, Rhode       

Island, and Vermont                                                           

11 SAN FRANCISCO ZONE includes California, Idaho, Nevada, Oregon, and         

Washington                                                                    

12 ALASKA ZONE includes the State of Alaska                                   

13 CARIBBEAN ZONE includes Puerto Rico and the Virgin Islands                 

14 HAWAII ZONE includes the State of Hawaii and Pacific overseas area         

15 WASHINGTON, DC ZONE - Washington, DC metro area (Charles, Montgomery, and  

Prince George Counties in MD, Arlington, Fairfax, Prince William, King George,

Stafford, and Loudoun Counties and Falls Church, Alexandria, and Fairfax      

cities in VA) and Atlantic overseas area (African, European, Middle Eastern,  

Central and South American countries)                                         

25. Occupational Questions                                                    

OCCUPATIONAL QUESTIONS -  Mark only 1 response for each question.  EDUCATIONAL

BACKGROUND AND WORK EXPERIENCEThis section asks you to describe your          

educational background, your work, and other experiences in specific factors  

which relate to job performance. ALL QUESTIONS MUST BE ANSWERED. Record your  

answers in (Section 25).                                                      

1. Please fill in A for this questions                                        

A. A                                                                          

2. From the descriptions below, select the letter that describes the education

or experience you have that demonstrates your ability to perform GS-7,        

Contracting work.  If your highest level of education is not described below, 

choose the letter that describes experience or lower level education that you 

do have.  Mark only 1 response.                                               

A. I have a bachelor's degree which includes 24 semester hous in business, in 

a field that would equip me to perform the work of the position, and I have   

superior academic achievement.  (Refer to the instructions for information on 

the Superior Academic Achievement provision)                                  

B. I have one full year of graduate level study, or I possess a master's or   

higher degree, e.g., LL.B., J.D., LL.M., Ph.D., etc.  (Refer to the Vacancy   

Announcement for instructions on how to determine one academic year  of       

graduate study)                                                               

C. In addition to the basic requirement, I have one year of specialized       

experience, equivalent to the GS-5 in the Federal service, that has equipped  

me with particular knowledge, skills, and abilities to perform successfully   

the duties of the  position, and that  is typically in or related to obtaining

materal  and services through micro purchases, pruchase card, SBIR's and      

simplified acquistion procedures.  I perform a variety of tasks associated    

with contract execution.  I have acquired the ability to apply the principles 

and procedures of sole source contracting including negotiation and           

performance based work statements and understanding the principles of Best    

Value Contracting.                                                            

D. I have at least one year of work experience in administrative, clerical or 

technician duties, such as reviewing and processing reports and preparing     

correspondences.                                                              

E. I have less than the full amount of graduate education described in "B" and

less than the amount of experience described in "C," but I have a combination 

of the type of graduate education described in "B" and the type of experience 

described in "C." (Refer to the vacancy announcement  on how to combine       

graduate education and experience)                                            

F. My education and/or experience is not reflected in any of the above        

statements.                                                                   

3. Please fill in "A" for this question.                                      

A. A                                                                          

4. Please fill in "A" for this question.                                      

A. A                                                                          

5. Please fill in "A" for this question.                                      

A. A                                                                          

The following questions ask you to describe your educational background, your 

work, and other experiences in specific areas which relate to successful job  

performance.You are to choose one answer to each question from among the      

alternatives presented.  Then, record your answers in Section 25 on Form C    

beginning at (Item 6).  Do not mark more than one answer for each question.   

Multiple answers will not be counted.  Do not omit answers unless instructed  

to do so.  Other omissions may decrease your score.                           

6. During high school (grades 9 - 12), I made the semester honor roll:        

A. never                                                                      

B. once or twice                                                              

C. three or four times                                                        

D. five or six times                                                          

E. seven or eight times                                                       

7. The high school grade I most often received was:                           

A. A                                                                          

B. B                                                                          

C. C                                                                          

D. D or lower                                                                 

E. I do not remember                                                          

IF YOU DID NOT ATTEND COLLEGE, PLEASE SKIP TO ITEM 9                          

8. The college grade I most often received was:                               

A. A                                                                          

B. B                                                                          

C. C                                                                          

D. D or lower                                                                 

E. I do not remember                                                          

9. In the past three years the number of different paying jobs I have held for

more than two weeks is:                                                       

A. 7 or more                                                                  

B. 5 - 6                                                                      

C. 3 - 4                                                                      

D. 1 - 2                                                                      

E. none                                                                       

10. I have been employed in work similar to that of the job covered by this   

examination:                                                                  

A. never employed in a similar job                                            

B. less than 1 year                                                           

C. 1 - 2 years                                                                

D. 3 - 4 years                                                                

E. over 5 years                                                               

11. In the past three years, my primary work experience has been in:          

A. professional or administrative occupations                                 

B. clerical or sales occupations                                              

C. service occupations                                                        

D. trades or labor occupations                                                

E. not employed in the past three years                                       

12. On my present or most recent job, my supervisor rated me as:              

A. outstanding                                                                

B. above average                                                              

C. average                                                                    

D. below average                                                              

E. not employed or received no rating                                         

13. In the past three years the number of jobs I have been fired from is:     

A. 5 or more                                                                  

B. 3 to 4                                                                     

C. 2                                                                          

D. 1                                                                          

E. none                                                                       

14. The number of civic or social organizations (which have regular meetings  

and a defined membership) that I belong to is:                                

A. none                                                                       

B. 1                                                                          

C. 2 or 3                                                                     

D. 4 to 6                                                                     

E. 7 or more                                                                  

15. In organizations to which I belong, my participation is best described as:

A. do not belong to any organizations                                         

B. not very active                                                            

C. a regular member but not an office holder                                  

D. have held at least one important office                                    

E. have held several important offices                                        

16. My previous supervisors (or teachers if not previously employed) would    

most likely describe my basic math skills as:                                 

A. superior                                                                   

B. above average                                                              

C. average                                                                    

D. below average                                                              

E. do not know                                                                

ACCOMPLISHMENTSIn this part, you will respond to questions about experiences  

you have had that are related to the requirements of the job for which you are

applying.  Please answer YES or NO to each question.  Begin marking your      

responses to the items in this part in Section 25 on Form C beginning at (Item

17).  Fill in "A" for YES or "B" for NO.Answer all questions to the best of   

your ability.  Do not answer YES unless you can provide specific examples or  

documentation as proof that you have had this type of experience.  You may be 

asked to provide such evidence or documentation at a later stage in the       

selection process.Your responses are subject to verification through          

background checks, job interviews, or any other information obtained during   

the application process.  Any exaggeration of your experience or any attempt  

to conceal information can result in your being removed from a Federal job and

in barring you from seeking Federal employment in the future.Use the following

guidelines to answer these questions:   (1) Many questions refer to "work"    

experiences.  The word "work" refers to all experiences gained through school,

paid employment, military service, voluntary work, and through activities done

for professional, charitable, church, community, social, or other             

organizations, unless otherwise stated.     (2) Some questions ask for        

experience                                                                    

in a specific type of setting.  For example, if the question says "Have you   

done paid work that involved..." then only respond YES if your experience was 

gained in a paid job.   (3) Do not include personal or home-related           

experiences                                                                   

unless the question specifically mentions them.     (4) Some questions ask    

about                                                                         

customers or clients.  Customers or clients include any individuals who used  

or received the products or services that you provided, including individuals 

inside or outside of your organization.  Keep in mind that you may have worked

with customers or clients in a variety of settings including those listed in  

guideline #1 above. (5) Some questions ask you if you received a grade of B or

above on schoolwork.  If you were not graded on an A, B, C, D, F scale, use   

the equivalent of a B or above, that is, an above average grade, on the type  

of scale on which you were graded.Remember to fill in "A" for YES or "B" for  

NO.                                                                           

A- YES                                                                        

B- NO                                                                         

ACCOMPLISHMENTSIn this part, you will respond to questions about experiences  

you have had that are related to the requirements of the job for which you are

applying.  Please answer YES or NO to each question.  Begin marking your      

responses to the items in this part in Section 25 on Form C beginning at (Item

17).  Fill in "A" for YES or "B" for NO.Answer all questions to the best of   

your ability.  Do not answer YES unless you can provide specific examples or  

documentation as proof that you have had this type of experience.  You may be 

asked to provide such evidence or documentation at a later stage in the       

selection process.Your responses are subject to verification through          

background checks, job interviews, or any other information obtained during   

the application process.  Any exaggeration of your experience or any attempt  

to conceal information can result in your being removed from a Federal job and

in barring you from seeking Federal employment in the future.Use the following

guidelines to answer these questions:   (1) Many questions refer to "work"    

experiences.  The word "work" refers to all experiences gained through school,

paid employment, military service, voluntary work, and through activities done

for professional, charitable, church, community, social, or other             

organizations, unless otherwise stated.     (2) Some questions ask for        

experience                                                                    

in a specific type of setting.  For example, if the question says "Have you   

done paid work that involved..." then only respond YES if your experience was 

gained in a paid job.   (3) Do not include personal or home-related           

experiences                                                                   

unless the question specifically mentions them.     (4) Some questions ask    

about                                                                         

customers or clients.  Customers or clients include any individuals who used  

or received the products or services that you provided, including individuals 

inside or outside of your organization.  Keep in mind that you may have worked

with customers or clients in a variety of settings including those listed in  

guideline #1 above. (5) Some questions ask you if you received a grade of B or

above on schoolwork.  If you were not graded on an A, B, C, D, F scale, use   

the equivalent of a B or above, that is, an above average grade, on the type  

of scale on which you were graded.Remember to fill in "A" for YES or "B" for  

NO.                                                                           

17. Have you successfully done work where your primary responsibility was to  

help others work out their problems (for example, worked as a therapist)?     

18. Have you successfully taught a writing course or worked as a professional 

journalist, editor, or writer?                                                

19. Have you often been asked to proofread or edit the writing of others for  

content, punctuation, spelling, and grammar?                                  

20. Have you successfully provided quality service to people with special     

needs or problems (for example, worked in a hospital, halfway house, special  

education program, etc.)?                                                     

21. Have you successfully done work that regularly involved composing letters 

or writing reports containing several short paragraphs, such as investigation 

reports, accident reports, performance evaluations, etc.?                     

22. Have you successfully done work where you regularly completed routine work

assignments with minimal supervision?                                         

23. Have you received a grade of B or above in school courses, taken since    

high school, that emphasized problem solving (for example, logic, computer    

programming, etc.)?                                                           

24. Have you successfully done paid work that regularly involved              

troubleshooting and resolving problems with equipment or systems (for example,

appliances, vehicles, machinery, computer or electrical systems, etc.)?       

25. Have you received a grade of B or above in school courses, taken since    

high school, that focused on negotiation skills (for example, conflict        

resolution, labor relations, mediation, etc.)?                                

26. Have you identified and solved a problem with a procedure, product, or    

service that benefited the organization (for example, saved the organization  

time or money, increased sales, reduced errors, etc.)?                        

27. Have you successfully taught team-building skills in training classes,    

workshops, or seminars?                                                       

28. Have you received formal recognition for your oral communication skills   

(for example, received certification from Toastmasters International, won a   

speech contest or debate tournament, etc.)?                                   

29. Have you successfully solved problems that occurred because of a critical 

emergency or a disruption of a life-saving operation, with very few resources 

or guidelines (for example, solved problems related to a natural disaster, a  

power outage in a hospital, etc.)?                                            

30. Have you successfully done work that regularly involved informally        

providing oral explanations of technical information or other complex         

information, such as regulations, policies, or procedures?                    

31. Have you successfully done work that regularly involved interacting with  

or counseling people with special needs or problems (for example, hospital    

patients, psychiatric patients, prisoners, people who are elderly or disabled,

etc.)?                                                                        

32. Have you successfully done work where trust and cooperation were a matter 

of life and death (for example, firefighting, combat duty, law enforcement,   

rescue work, etc.)?                                                           

33. Have you successfully taught self-management skills (for example, time    

management, goal setting, career development, etc.)?                          

34. Have you effectively participated as a member of an extracurricular school

team or community team (for example, sports, cheerleading, debate, theater,   

neighborhood watch, etc.)?                                                    

35. Have you successfully done work that regularly involved conducting quality

checks or following up with customers or clients to ensure satisfaction with a

product or service?                                                           

36. Have you successfully done work that involved writing technical or legal  

reports, or translating technical or other complex material into language that

was more easily understood?                                                   

37. Have you successfully done work that only occasionally involved helping   

others work out their problems (for example, worked as a resident advisor in a

dorm, camp counselor, etc.)?                                                  

38. Have you made presentations where you successfully persuaded someone to do

something (for example, support a project, accept your recommendations,       

purchase a product or service, etc.)?                                         

39. Have you successfully resolved conflicts among group or team members while

acting in a leadership role for the group?                                    

40. Have you successfully done work that regularly involved determining       

appropriate products or services for customers or clients?                    

41. Have you participated in training classes, workshops, or seminars outside 

of school that improved your performance at work?                             

42. Have you successfully done work that required you to live with others 24  

hours a day while working with them toward a common goal (for example,        

completed a tour of duty on a submarine, worked on a wilderness trail-building

team or scientific expedition, etc.)?                                         

43. Have you successfully done work that regularly involved answering         

questions, gathering nonsensitive information, or providing assistance to     

others, either in person or by telephone?                                     

44. Have you participated in training classes, workshops, or seminars outside 

of school that helped you improve your self-management skills (for example,   

time management, goal setting, career development, etc.)?                     

45. Have you successfully done work where you were responsible for determining

appropriate treatment or rehabilitation programs (for example, worked as a    

probation/parole officer, social worker, counselor, etc.)?                    

46. Have you successfully owned or managed a business, or done paid work as a 

contractor or consultant, where business depended on establishing and         

maintaining good customer relations?                                          

47. Do you regularly monitor your progress toward achieving your career goals 

(for example, by initiating discussions about your career goals with your     

supervisor, employee counselor, mentor, etc.)?                                

48. Have you successfully remained polite and tactful while doing work where  

one of your primary responsibilities was to handle customer problems or       

complaints (for example, worked as a customer service representative)?        

49. Have you successfully completed a complex research project that included  

collecting and analyzing information, and reporting conclusions or            

recommendations?                                                              

50. Is your highest level of formal education some college, but no bachelor's 

degree, or completion of technical, trade, or business school training?       

(Answer NO to this question if you anticipate receiving a bachelor's degree   

within the next 9 months.)                                                    

51. Have you successfully done work that regularly involved verifying the     

accuracy of information or the relevance of information to a problem or a     

situation (for example, investigative work)?                                  

52. Have you received a grade of B or above on a class project that required  

working in a group?                                                           

53. Have you successfully done work where you had to coordinate vacation      

schedules, lunch breaks, etc., with other workers?                            

54. Have you successfully done work that required extensive on-the-job        

training?                                                                     

55. Have you submitted articles or similar types of written work that were    

published in a professional, trade, or scholarly journal or in a nationally   

recognized newspaper or magazine?                                             

56. Have you worked on several major assignments or projects at the same time 

with minimal supervision and completed the work on time or ahead of schedule? 

57. Have you successfully done work that regularly involved persuading        

customers or clients to purchase a product or service?                        

58. Have you received favorable feedback about your ability to provide oral   

instructions or on-the-job training to others, or about your ability to       

instruct or coach others in athletic, leisure, or community activities?       

59. Have you successfully completed a highly structured, formal training      

program, not including an apprenticeship for a trade or craft, that required  

you to learn a complex body of information (for example, training for jobs in 

insurance, law enforcement, real estate, etc.)?                               

60. Since high school, have you received a grade of B or above in oral        

communication classes (for example, speech, public speaking, theater, etc.) or

participated in activities that improved your oral communication skills (for  

example, training classes, workshops, seminars, debate team, speech club,     

etc.)?                                                                        

61. Have you successfully worked on a team that included individuals from     

different occupations or diverse backgrounds?                                 

62. Have you successfully done work that regularly required you to make quick 

decisions where the consequences were critical (for example, worked as a 911  

operator, on an ambulance squad, etc.)?                                       

63. In college, did you have an overall undergraduate grade point average of  

3.0 or higher on a 4.0 scale, belong to an honor society, or graduate with    

honors? (Answer NO to this question if you did not attend college.)           

64. Have you successfully done work that regularly involved being on duty by  

yourself, or completing nonroutine assignments with minimal or no close       

supervision?                                                                  

65. Have you successfully negotiated with faculty, staff, advisors, etc., as  

an active member of the student council in high school or college?            

66. Have you earned a degree in an area of study related to oral communication

(for example, speech communication, broadcast journalism, etc.)? (Answer YES  

to this question if you anticipate receiving this degree within the next 9    

months.)                                                                      

67. Have you successfully done work that regularly involved negotiating with  

customers or clients to modify products or to resolve problems or disputes?   

68. Do you have a professional license or certificate issued by a state or    

other official or professional licensing board indicating your mastery of a   

specialized body of knowledge (for example, cosmetology, real estate,         

certified public accounting, etc.)?                                           

69. Have you successfully done work that regularly involved answering         

questions, demonstrating a product or service, or providing assistance to     

customers, clients, or the public?                                            

70. Have you received formal recognition for your written work (for example,  

received an award, letter of commendation, excellent performance appraisal    

rating, etc.)?                                                                

71. Have you participated in training classes, workshops, or seminars outside 

of school that helped you improve your teamwork skills?                       

72. Have you learned a hobby or leisure activity well enough that you have    

been asked to do it for others on a voluntary basis?                          

73. Have you received formal recognition (for example, received an award,     

letter of commendation, etc.) or been given certain assignments because of    

your ability to work well in a group?                                         

74. Have you written procedures or instructions that others have followed     

successfully (for example, instruction manuals, survey instructions, training 

materials, etc.)?                                                             

75. Have you successfully taught a course that focused on interpersonal skills

(for example, customer relations, counseling, etc.)?                          

76. Have you received a grade of B or above on essays or reports written for  

high school classes?                                                          

77. Have you successfully completed a long-term project outside of work where 

you were solely responsible for doing the work (for example, completed a      

thesis, wrote a book that was published, prepared a horse for competition that

won a ribbon, restored an antique car, etc.)?                                 

78. Have you submitted articles or similar types of written work that were    

published in a local newspaper, nationally distributed newsletter, or similar 

type of publication?                                                          

79. Have you successfully done work that regularly involved interacting with  

customers, clients, co-workers, or supervisors who were especially difficult  

to get along with?                                                            

80. Have you received formal recognition for providing good service to        

customers or clients (for example, received an award, a letter of             

commendation, an excellent performance appraisal rating, etc.)?               

81. Have you successfully done work that involved making personnel decisions  

(for example, who to hire, promote, or discipline) or deciding how to allocate

equipment, materials, staff, etc.?                                            

82. Have you worked on a team that produced measurable improvements (for      

example, an increase in production, quality, customer satisfaction, or a      

decrease in costs, number of injuries, complaints, etc.)?                     

83. Have you learned a hobby or leisure activity well enough that others have 

paid you to do it?                                                            

84. Have you successfully completed a small-scale project (lasting several    

days or weeks) on or ahead of schedule with minimal supervision?              

85. Have you successfully determined space layouts or assignments for         

equipment, furniture, displays, etc.?                                         

86. Have you successfully persuaded others to volunteer time, money, or       

resources to a cause, or recruited others to join an organization (for        

example, college, fraternity, military, etc.)?                                

87. Have you successfully done work that required you to identify what a      

customer or client needs?                                                     

88. Have you successfully done work that regularly required you to lead or    

facilitate briefings, meetings, or conferences, or formally present technical 

or other complex information to others?                                       

89. Have you written articles or similar types of work that have been included

in a school newspaper, community newsletter, or similar type of publication?  

90. Have you successfully negotiated with your subordinates to find mutually  

acceptable solutions for poor performance or inappropriate work behaviors (for

example, absenteeism, tardiness, etc.)?                                       

91. Have you developed a formal mechanism to learn more about a problem (for  

example, developed a survey, conducted interviews or focus groups, etc.)?     

92. Have you successfully learned a hobby or leisure activity requiring       

extensive study or use of complex directions (for example, constructing stereo

or computer systems, building a car, making stained glass objects, etc.)?     

93. Have you received favorable feedback for oral presentations you have given

to management or other officials, or to the public (for example, for speaking 

at religious services, performing in theatrical productions, etc.)?           

94. Have you successfully written reports that presented facts, findings,     

logical conclusions, and persuasive arguments (for example, wrote a thesis,   

briefing papers, policy papers, complex research papers, etc.)?               

95. Have you successfully done work that regularly involved deciding how best 

to use the strengths of team members (for example, deciding who to assign to  

various projects, which player to put in each position, etc.)?                

96. Have you devised a strategy to overcome a major setback that successfully 

enabled you to complete a project on time or within budget?                   

97. Have you successfully done work where your primary responsibility was to  

handle customers' problems or complaints, or where you were required to deal  

with customer complaints that could not be resolved by lower level employees? 

98. Have you suggested or made changes to products or procedures that resulted

in better meeting customer needs?                                             

99. Have you received formal recognition for solving a work-related problem   

(for example, received an award, a letter of commendation, etc.)?             

100. Have you successfully provided good customer service while constantly    

working under difficult time constraints (for example, worked in a fast-food  

restaurant, worked as a stockbroker, etc.)?                                   

101. Have you successfully done work where one of your primary                

responsibilities was to solve customer problems (for example, provided support

services for customers with software problems)?                               

102. Have you written a play, script, or novel that was sold, published, or   

produced?                                                                     

103. Have you successfully remained friendly and polite while briefly         

interacting with many different clients or customers (for example, worked as a

receptionist, bank teller, cashier, waiter/waitress, sales clerk, etc.)?      

104. Have you performed home repairs that involved determining the specific   

problem, determining how to make the repair, and successfully completing the  

repair (for example, fixed a leaking faucet, re-shingled a roof, etc.)?       

105. Have you participated in training classes, workshops, or seminars outside

of school that helped you improve your customer service skills?               

106. Have you used study or review techniques that helped you learn material  

more effectively?                                                             

107. Have you successfully done work that regularly involved deciding how to  

handle disorderly people or situations?                                       

108. Have you successfully done work that regularly involved relaying messages

to co-workers, or providing information or giving simple instructions to      

customers or the public, either in person or by telephone (for example, worked

as a receptionist, dispatcher, etc.)?                                         

109. Have you successfully done work that frequently required you to present  

nontechnical information at briefings, meetings, conferences, or hearings?    

110. Have you successfully done work that regularly involved listening        

carefully to others to understand a need, problem, or situation (for example, 

investigative work, counseling, etc.)?                                        

111. Have you successfully persuaded management, other members of your group, 

customers, or clients to accept a proposal?                                   

112. Have you successfully negotiated contracts, leases, or prices for        

services, supplies, equipment, property, etc.?                                

113. Have you successfully resolved disagreements among a group of peers in a 

goal-oriented setting (for example, sports team, work group, theater group,   

cheerleading squad, etc.)?                                                    

114. Have you served on a decision-making board or committee (for example,    

student governing board, planning board, homeowners' association board, etc.)?

115. Have you successfully done work that regularly involved discussing       

sensitive information with others, or interviewing or surveying people, either

in person or by telephone, to gather information they were reluctant to give? 

116. Have you successfully reviewed and evaluated forms, applications,        

documents, or other information, not including contract proposals or bids, to 

make determinations (for example, to determine approval or denial of loans,   

eligibility for claims, etc.)?                                                

117. Have you successfully done work that often required you to accommodate   

last minute requests from customers or clients or to provide quality service  

in situations where timeliness is critical (for example, worked as a courier  

or travel agent, worked in newspaper publishing, etc.)?                       

118. Have you received a grade of B or above in school courses, taken since   

high school, with a strong emphasis on interpersonal skills (for example,     

customer relations, counseling, etc.)?                                        

119. Have you successfully completed a large-scale project (lasting several   

months or longer) on or ahead of schedule with minimal supervision?           

120. Have you successfully done work where you played a key role in keeping   

morale up, fostering team spirit or cooperation, or making a group more       

productive (for example, worked as a coach, supervisor, campaign manager,     

pledge trainer for a fraternity or sorority, etc.)?                           

121. Have you taught yourself skills that improved your performance in school 

or at work (for example, taught yourself typing, computer skills, a foreign   

language, etc.)?                                                              

122. Have you owned and successfully managed your own profit-making business? 

123. Have you formally taught, instructed, or trained others in educational or

occupational settings and received favorable feedback about your ability to do

so?                                                                           

124. Have you successfully done work that required you to interact with people

at many levels in an organization?                                            

125. Have you successfully done work that regularly involved interacting with 

people, other than your co-workers, from a foreign country or from different  

ethnic or cultural backgrounds?                                               

126. Have you successfully worked closely with a client over an extended      

period of time to complete a project or resolve a problem?                    

127. Have you successfully done work that involved deciding which supplies,   

equipment, or merchandise to purchase for a group or organization?            

128. Have you successfully done work that regularly involved interacting or   

coordinating with people outside of your immediate work group (for example,   

people from other offices, departments, organizations, etc.)?                 

129. Have you broken a sales record or a similar record, regularly exceeded   

quotas or similar productivity standards, or received formal recognition for  

doing work that surpassed what was expected (for example, received a          

certificate of appreciation, bonus, etc.)?                                    

130. Have you successfully negotiated bargaining unit contracts?              

131. Have you successfully done work in a setting where the fast pace required

employees to assist each other to ensure that quality service or products were

provided (for example, worked on an assembly line, in a fast-food restaurant, 

etc.)?                                                                        

132. Have you successfully provided quality service to many different         

customers or clients with whom you interacted only briefly (for example,      

worked as a receptionist, bank teller, cashier, waiter/waitress, etc.)?       

133. In high school, did you have an overall grade point average of 3.0 or    

higher on a 4.0 scale, belong to an honor society, or graduate with honors?   

134. Have you received formal recognition for your ability to work well with  

others (for example, received a letter of recommendation or appreciation, an  

excellent performance appraisal rating, etc.)?                                

135. Have you made decisions that turned an unprofitable business into a      

profit-making operation?                                                      

136. Have you effectively served on a problem-solving, planning, or           

goal-setting committee or team?                                               

137. Have you successfully done work that regularly involved using negotiation

or persuasion to help others avoid trouble or conflict or make positive       

changes in their lives (for example, worked for a crisis hotline, worked as a 

resident advisor, substance abuse counselor, etc.)?                           

138. Have you taken the initiative to learn new skills or acquire additional  

knowledge that improved your performance at work or school, or in leisure     

activities?                                                                   

139. Have you successfully remained courteous and tactful while enforcing laws

or policies or helping customers, clients, or members of the public who were  

hostile or upset, not including handling customer complaints (for example,    

worked in a crisis center, worked as a police officer, parole officer, park   

ranger, etc.)?                                                                

140. Have you successfully done work where your supervisor regularly relied on

you to make decisions while he or she was in meetings or out of the office?   

141. Since high school, have you received a grade of B or above in writing    

courses (for example, composition, creative writing, journalism, etc.) or on  

essays, reports, or term papers written for school courses that were not      

focused on writing skills (for example, history, geography, psychology, etc.)?

142. Have you participated in post-high school activities that helped you     

improve your negotiation or persuasion skills (for example, college debate    

team, training classes, workshops, seminars, etc.)?                           

143. Have you been requested to take on additional responsibilities because of

your ability to manage your own work effectively?                             

144. Have you successfully done work that regularly involved making decisions 

about disclosure of sensitive or confidential information?                    

145. Have you designed or developed something, on your own initiative, to help

you or other employees better complete assignments (for example, designed a   

training manual)?                                                             

146. Is your highest level of formal education a bachelor's degree or higher? 

(Answer YES to this question if you anticipate receiving a bachelor's degree  

within the next 9 months.)                                                    

147. Have you done work that involved writing brochures, press releases, or   

speeches?                                                                     

148. Have you successfully dealt with a disruption to regular operations in a 

way that allowed for completion of the work or continuation of a noncritical  

service?                                                                      

149. Have you effectively worked on a team that was quickly established to    

function in a crisis situation (for example, worked on a search and rescue    

mission)?                                                                     

150. Have you successfully completed an apprenticeship in a trade or craft?   

151. Have you received a grade of B or above on oral presentations made for   

school courses, taken since high school, that did not focus on oral           

communication skills (for example, history, sociology, etc.), or for any oral 

presentations made for high school?                                           

152. Have you successfully done work that involved reviewing various contract 

proposals or contract bids to determine which one to select?                  

153. Have you successfully negotiated with another person sharing the same    

resources (for example, negotiated for employees, space, equipment, etc.)?    

154. Have you successfully done work where your primary responsibility        

involved interacting with current or potential customers or clients for the   

purpose of selling a product or service?                                      

155. Have you received favorable feedback about your interpersonal skills when

serving as a leader, instructor, or supervisor for academic, religious,       

community, sports, leisure, or work activities?                               

156. Have you successfully done work that only occasionally required you to   

present information at briefings, meetings, conferences, or hearings?         

STEP TWO:                                                                     

Submit a resume, Optional Application for Federal Employment (OF-612), or     

other written application format of your choice. Be sure you provide all of   

the information requested below:                                              

Job Information:                                                              

-Vacancy Identification Number, title and grade(s) for which you are applying.

Personal Information:                                                         

- Full name, mailing address (with zip code) and day/evening telephone numbers

(with area code).                                                             

- Social Security Number. Giving your Social Security Number is voluntary.    

However, we cannot process your application without it.                       

- Country of Citizenship.                                                     

- If ever employed by the Federal Government, please show the highest Federal 

civilian grade held, job series, and dates of employment in grade.            

Education:                                                                    

- High School name, city, state and zip code, date of diploma or GED.         

- Colleges and/or Universities attended, city, state and zip code.            

- Major field(s) of study.                                                    

- Type and year of degree(s) received. If no degree received, show total      

credit hours received in semester or quarter hours.                           

Work Experience for each paid or non-paid position held related to the job for

which you are applying (do not provide copies of job descriptions):           

- Job title.                                                                  

- Duties and accomplishments.                                                 

- Number of hours per week.                                                   

- Employer's name and address.                                                

- Supervisor's name and phone number.                                         

- Starting and ending dates of employment (month and year).                   

- Salary.                                                                     

- Indicate if your current supervisor may be contacted.                       

Other Qualifications:                                                         

- Job-related training courses (title and year).                              

- Job-related skills (e.g., other languages, computer software/hardware,      

tools, machinery, typing speed, etc.)                                         

- Job-related certificates and licenses.                                      

- Job-related honors, awards, and special accomplishments. (e.g.,             

publications, memberships in professional or honor societies, leadership      

activities, public speaking, performance awards, etc.) Do not send copies of  

documents unless specifically requested.                                      

STEP THREE:                                                                   

Submit other application materials, as necessary.                             

- If you are using education to qualify, submit copies of college transcripts 

or a list of college courses taken that identify for each course the college  

or university, semester or quarter hours earned, grade and grade-point        

received.                                                                     

- Annotate your application and include the required documentation if you are 

applying and eligible for a non-competitive appointment such as Thirty Percent

or More Disabled Veteran Appointment, Veterans Readjustment Appointment (VRA),

Severely Physically Handicapped Schedule A Appointment, or Former Peace Corps 

Appointment.                                                                  

- If you are applying for Veteran Preference, submit evidence of eligibility, 

such as: DD-214, Certificate of Release or Discharge from Active Duty, or     

Standard Form 15, Application for 10-Point Veteran Preference, and the proof  

requested on the form.                                                        

- If you are or have been a Federal employee, please submit a copy of your    

last Notification of Personnel Action, Form SF-50, and your most recent or    

last performance appraisal.                                                   

HOW TO SUBMIT OTHER MATERIALS:                                                

When you have completed your resume as requested in Step Two, and assembled   

the materials requested in Step Three, mail your resume and other application 

material to:                                                                  

U.S. Office of Personnel Management                                           

ATTN: Vacancy Identification Number CH122406                                  

    CHICAGO SERVICE CENTER                                                    

 230 SOUTH DEARBORN STREET                                                    

DPN 30-3                                                                      

CHICAGO, IL60604                                                              

Please indicate on your resume whether you answered the Occupational          

Questionnaire on the USAJOBS web site, by phone, or via the paper application 

Form C(OPM Form 1203-FX).                                                     

You may submit your resume for this vacancy announcement on-line. To do so,   

scroll down the vacancy announcement to the Submit Resume On-line page. Click 

on the Submit Resume On-line link and it will take you to our on-line Resume  

Builder. You can then click on Register to use the Resume Builder to create a 

resume on the system. Or, click on Edit if you wish to edit and submit a      

resume that you already have on file in the Resume Builder.                   

After you complete and submit the on-line resume, you should receive a "Thank 

You" message stating that your on-line application has been successfully      

submitted. If you do not receive this message, please submit again as this    

indicates that your resume has not been received.                             

Electronic resumes must be submitted by midnight Eastern Time on the closing  

date.                                                                         

NOTE: Submission of a resume electronically from the Resume Builder may not be

a complete application. Many positions require the completion of additional   

forms and/or the submission of supplemental materials. Please carefully review

the complete vacancy announcement for full "How to Apply" instructions.       

Failure to provide the required information and/or materials may result in    

your not being considered for employment.                                     

In accordance with 39 U.S.C. Section 415, applications will not be accepted in

postage paid government envelope.                                             

Federal agencies provide reasonable accommodations to applicants with         

disabilities. If you need accommodation for any part of the application       

process, contact this OPM service center. If you need accommodation during the

hiring process, contact the hiring agency. The decision on granting reasonable

accommodation will be on a case-by-case basis.                                

Alternative Methods for Applying                                              

1. Submit your answers via telephone(long distance charges may apply):        

  Dial 1-478-757-3135  Listen and follow the instructions        Enter 

Vacancy ID Number:  05122406(Note: number appears different than elsewhere in 

this   vacancy announcement to enable telephone application system to process 

your   application)                         Enter your Social Security Number 

Some questions require a yes or no answer. Enter 1 for   Yes; 2 for No        

Follow the instructions under "Instructions for answering the questions in    

the Occupational Questionnaire" for the rest of the items. To record   

your responses   to the occupational questions, you must use the numbers on   

the telephone   keypad by selecting 1 for A; 2 for B; 3 for C; 4 for D; 5 for 

E, etc. When you   have finished entering your responses to the questions, you

will be given a   chance to review and correct your responses.                

OR                                                                         

    Submit your answers via paper application Form C (OPM Form   1203-FX):

Paper application forms are available to those who are unable to   complete   

the on-line application or telephone application process. Please   apply      

on-line or by telephone, if possible. Using paper application forms may       

delay the processing of your application.                                     

NOTE:  If you wish to select more locations than the OPM Form 1203-FX will    

accommodate, include a separate page with your application materials listing  

your name, Social Security Number, the Vacancy Identification Number CH122406 

, and the additional location codes for   which you wish to be considered.    

To obtain the Form C (OPM Form 1203-FX) on the web, you can:                  

Print the form from http://www.opm.gov/forms/pdfimage/opm1203fx.pdf           

Note: You can also obtain this form from the Office of Personnel Management   

(OPM) main web page. The OPM main web page is located at www.opm.gov. Click on

these links: Site Index; Forms; Office of Personnel Management (OPM) Forms;   

and finally OPM 1203 FX.                                                      

OR                                                                            

To obtain the form by phone via USAJOBS, follow these steps:                  

1. Call USAJOBS by Phone at (478)757-3000                                     

2. After the introductory message, press 1 to begin                           

3. At the main menu, select 3 to request forms and then 1 to begin recording  

4. At the prompt, enter your zip code                                         

5. At the next prompt, ask for Form C (OPM Form 1203-FX)                      

6. At the next prompt, record your name, address and telephone number         

7. The system will allow you to review and change your request, address and   

telephone. When you are ready, press 3 to save your request. The form will be 

mailed to you.                                                                

To complete the paper Form C, follow the instructions under "Instructions for 

answering the questions in the Occupational Questionnaire." Be sure to enter  

your Social Security Number and the Vacancy Identification Number CH122406 at 

the top of each of the six pages of the form.                                 

Mail the completed Form C to us at the address listed in the paragraph "How to

Submit your Resume and Other Application Materials" above.                    

ALL APPLICANTS ARE CONSIDERED WITHOUT REGARD TO RACE, RELIGION, COLOR,     

NATIONAL ORIGIN, SEX, POLITICAL AFFILIATION, AGE (WITH AUTHORIZED EXCEPTIONS) 

OR ANY OTHER NONMERIT FACTOR.                                                 
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