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Job Title: Human Resources Assistant
Agency: U.S. Agency for International Development
Job Announcement Number: OIG-15-05KER
	SALARY RANGE:
	$43,057.00 to $61,994.00 / Per Year

	OPEN PERIOD:
	Monday, February 9, 2015 to Monday, February 23, 2015

	SERIES & GRADE:
	GS-0203-07/08

	POSITION INFORMATION:
	Permanent – Full Time

	PROMOTION POTENTIAL:
08

	DUTY LOCATIONS: 
	1 vacancy - District of Columbia, DC

	WHO MAY APPLY:
	Status Candidates, Noncompetitive, Reinstatement eligibles, ICTAP/CTAP Eligibles, Eligible Veterans

"You are encouraged to read the entire announcement before you submit your application package. Your application will not receive full consideration if you do not follow the instructions as outlined."

	SECURITY CLEARANCE:
	
Secret

	SUPERVISORY STATUS:
	
No


JOB SUMMARY:
About the Agency 
The OIG is responsible for preventing and detecting fraud, waste, abuse, and violations of law, and for promoting economy, efficiency, and effectiveness of USAID programs. OIG is responsible for auditing and investigating USAID, the Millennium Challenge Corporation (MCC), the Inter-American Foundation, and the United States African Development Foundation. OIG is organized into three operational units: Audit, Investigations, and Management. OIG maintains overseas offices in Frankfurt, Germany; Cairo, Egypt; Dakar, Senegal; Manila Philippines; Pretoria, South Africa; San Salvador, El Salvador; Islamabad, Pakistan; Kabul, Afghanistan; Tel Aviv, Israel; and Port-au-Prince, Haiti.

This position serves as a Human Resources Assistant with the United States Agency for International Development's (USAID) Office of Inspector General, Human Capital Division. 

This position is located in the Office of Management, Human Capital Division, which includes performing the full range of duties typical of an operating personnel office. You will work under the general supervision of the Director of Human Capital Division and provide human resources assistance and support to Human Resources Specialists in several HR specialties providing program operations for both Civil Service (CS) and Foreign Service (FS) personnel, in the areas of staffing and recruitment, employee benefits, position classification, employee evaluation, and program development work.
TRAVEL REQUIRED
· Not Required
RELOCATION AUTHORIZED
· No
KEY REQUIREMENTS
· U.S. Citizenship
· Must be able to obtain and maintain a Secret level clearance
· Incumbent will be subject to Pre-employment and random drug testing.

DUTIES:
The Incumbent will serve as assistant to the Director of Human Capital and assist Human Resources Specialists performing a full range of human resources support functions within OIG. Provide responses to application inquiries. With the guidance of a senior specialist, drafts vacancy announcements for Civil and Foreign Service recruitment actions, determine minimum qualification requirements and maintain recruitment files. Provide assistance distributing information, brochures, applications and general assistance to employees in the areas of health benefits, life insurance, retirements, thrift savings plan, performance appraisals and leave related to issues as the Voluntary Leave Transfer Program (VLTP), the Family Friendly Leave Act, etc. Processes a variety of personnel action ensure completeness and accuracy. Explain benefits options that are available to employees based upon analysis of individual circumstances. Coordinates all new employee orientations. Assist in the preparation of various reports associated with Human Capital Division. Research and respond to technical inquiries from a wide range of sources including managers and employees.

QUALIFICATIONS REQUIRED:
Applicants must meet all the required qualification requirements, including education, and any selective placement factors described below by the closing date of this announcement. 
Qualifying experience for the GS-07 level includes one year of specialized experience at least equivalent to GS-06 which is in or directly related to the line of work of the position to be filled and which has equipped the applicant with the particular knowledge, skills, and abilities to successfully perform the duties of the position. Examples of qualifying specialized experience include: (1) processing a variety of HR actions and providing advice of the use of automated HR processing systems; (2) performing a complete review of records and other documentation; and (3) assisting Supervisor and/or Human Resources Specialist in providing guidance on a variety of Human Resources functions, retrieving information in various classification, retirement and placement, and performance.

Qualifying experience for the GS-08 level includes one year of specialized experience at least equivalent to GS-07 which is in or directly related to the line of work of the position to be filled and which has equipped the applicant with the particular knowledge, skills, and abilities to successfully perform the duties of the position. In addition to the experience listed above, examples of specialized experience include: (1) independently resolving discrepancies and corrects processing/pay errors; (2) Establishing and maintaining E-OPFs, (3) processing and coding complex personnel actions, (4) counseling employees regarding various types of benefits.

Time-In-Grade Requirements: Federal applicants must have served 52 weeks at the next lower grade to satisfy time-in-grade restrictions contained in 5CFR 300, Subpart F.

NOTE: Applicants must meet time-in-grade and time after competitive appointment requirements, by the closing date of this announcement.
HOW YOU WILL BE EVALUATED:
Your resume serves as the basis for qualification determinations and must highlight your most relevant and significant work experience and education (if applicable) as it relates to this job opportunity. Experience refers to paid and unpaid experience, including volunteer work done through National Service programs (e.g., Peace Corps, AmeriCorps) and other organizations (e.g., professional; philanthropic; religious; spiritual; community, student, social). Your resume must include the dates of all qualifying experience (from month/year to month/year) and the number of hours worked/volunteered per week. For assistance with creating a resume, please click https://help.usajobs.gov/index.php/How_to_create_your_resume

Qualified candidates are assigned a score between 70 and 100. Agency Career Transition Assistance Program (CTAP) or Interagency Career Transition Assistance Program (ICTAP) candidates must be rated "Well Qualified" for the position and earn a score of at least 85 (when applicants are rated in a range of 70 to 100) to receive consideration for special priority.

If, after reviewing your resume and self-assessment questionnaire responses and a determination is made that you have inflated your qualifications and/or experience, a score will be manually determined that reflects your documented experience. This may result in a lower score, which may also eliminate you from consideration for this position.

Applicants must meet all the qualification requirements and submit any required supporting documentation by the closing date of this job opportunity. Applicants found to be among the top qualified candidates will be referred to the hiring official for further consideration and possible interview.

All applicants will be considered without regard to race, color, religion, national origin, marital status, political affiliation, age, sex, sexual orientation, physical disabilities, membership in an employee organization, or any other non-merit factors. 
To preview questions please click here.

BENEFITS:
You can review our benefits at: https://careerconnector.jobs.treas.gov/cc/usaid/vacancy/preview!benefits.hms?orgId=664&jnum=118364
OTHER INFORMATION:
SOCIAL SECURITY NUMBER - Your Social Security Number is requested under the authority of Executive Order 9397 to uniquely identify your records from those of other applicants who may have the same name. As allowed by law or Presidential directive, your Social Security Number is used to seek information about you from employers, schools, banks, and others who may know you. The U.S. Agency for International Development is a participant of E-Verify. E-Verify provides an automated link to Federal databases to help employers determine employment eligibility of new hires and the validity of the social security numbers.

SELECTIVE SERVICE - If you are a male applicant born after December 31, 1959, you must certify at the time of appointment that you have registered with the Selective Service System, or are exempt from having to do so under Selective Service law. 

REASONABLE ACCOMMODATION - This agency provides reasonable accommodations to applicants with disabilities. https://help.usajobs.gov/index.php/Reasonable_Accommodation_Policy_Statement

EQUAL EMPLOYMENT OPPORTUNITY - The United States Government does not discriminate in employment on the basis of race, color, religion, sex (including pregnancy and gender identity), national origin, political affiliation, sexual orientation, marital status, disability, genetic information, age, membership in an employee organization, retaliation, parental status, military service, or other non-merit factor.

HOW TO APPLY:
Please carefully read all the instructions before you begin the application process.

To apply for this job opportunity, you must submit a resume and an on-line application through the Office of Personnel Management's (OPM) application system, USAJOBS.

You have until 11:59 p.m. Eastern Time (ET) on the closing date of this announcement to complete the following four-step application process:

STEP 1: Select the "Apply On-line" button at https://www.usajobs.gov/GetJob/ViewDetails/393706100 and follow the instructions to register or sign into USAJOBS.

STEP 2: Submit a detailed resume or any other written format you choose documenting your job-related qualifications, experience, and education (if applicable). Cover letter is optional. If you submit a cover letter, you must also submit a resume. Please see the “How You Will Be Evaluated” section for specific information that should be outlined in your resume.

STEP 3: Answer the job-specific self-assessment questions on-line. These questions will be used to evaluate your qualifications and experience for this job opportunity.

STEP 4: Submit all required documentation, applicable to you, listed in the Required Documents section of this job opportunity.

Technical assistance with your on-line application can be obtained by contacting the Help Desk at mgshelp@monster.com OR by calling (866) 656-6830 or (703) 269-4944 between the hours of 7:00 a.m. and 7:00 p.m. ET

ALTERNATE APPLICATION PROCEDURES

NOTE: If applying online poses an extreme hardship, you may request alternate application procedures to submit your application package by fax. Contact the Human Resources office listed on the announcement between the business hours of 8:15 a.m. and 5:00 p.m. ET, at least two working days prior to the closing date of this announcement. The application package for alternate application procedures must be submitted and received in the Human Resources office no later than 11:59 p.m. ET on the closing date of this announcement.

NOTE: Paper applications and information sent by mail WILL NOT BE ACCEPTED.


REQUIRED DOCUMENTS:
All required documents listed below, that are applicable to you, must be submitted to our automated system by 11:59 p.m. Eastern Time (ET) on the closing date of this announcement.

1. Resume - your resume or any other written format you choose should contain the required informationas specified in the “How You Will Be Evaluated” section. Insufficient information will result in an ineligible rating.

2. A completed online job specific self-assessment questionnaire.

3. Performance Appraisal - All current Federal employees and reinstatement eligible applicants must submit a copy of your most recent completed annual performance appraisal that includes the final rating. If a performance appraisal does not exist, is incomplete or unavailable, a form equivalent from another agency signed by the current supervisor is acceptable. Mid-year progress reviews will not be accepted.

4. All current Federal employees and reinstatement eligible applicants must submit an SF-50, Notification of Personnel Action, documenting proof of competitive status, tenure, position, grade level and step.

5. All non-competitive eligible applicants must submit proof of eligibility (i.e., SF-50 documenting the full performance level of a position held on a permanent basis).

6. CTAP/ICTAP eligibles must submit a copy of the appropriate documentation with their application.

7. If you are applying under a special hiring authority you MUST submit proof of eligibility with your application. For information related to special hiring authorities for veterans visit: http://www.fedshirevets.gov/job/shav/index.aspx. For information related to special hiring authorities for severely disabled persons visit: http://www.opm.gov/disability/PeopleWithDisabilities.asp

All documentation, applicable to you, must be submitted by the closing date of this announcement. If the information you submit is insufficient to verify your eligibility or you fail to submit any of the required documents, it will disqualify you from being considered for this job opportunity.
AGENCY CONTACT INFO:
Amanda Gailor
Phone: 202-712-4189
Fax: 000-000-0000
Email: Recruitmentoig@usaid.gov
Agency Information:
United States Agency for International Development
1300 Pennsylvania Avenue NW
Washington, DC
20523
US
Fax: 000-000-0000
WHAT TO EXPECT NEXT:
After all application packages have been received, we will review your resume to ensure you meet the basic qualification requirements. After we review and evaluate all applications, the most highly qualified candidates will be referred to the hiring manager for further consideration and possible interviews. After a tentative job offer, we will conduct a suitability and or security background investigation.
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