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DEPT. OF VETERANS AFFAIRS MEDICAL CENTER


AREA OF PROMOTION CONSIDERATION
STATION # 688

50  IRVING ST., N.W. , WASHINGTON, DC  20422


     Permanent VAMC Washington, DC













       Employees Only


ANNOUNCE  NO.

POSITION TITLE



SERIES   AND  GRADE
    SALARY RANGE
    
NO. OF POSITIONS

PROMOTION 

             














POTENTIAL TO
GERI 04-122 Program Support 
         
        GS-0303-9          $41,815-$54,360
ONE

                 NONE
   
     Assistant


                































ISSUE DATE

LOCATION












HRS. PER WK.

10-01-04        Geriatrics & Extended Care

   VAMC, Washington, DC 20422
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CLOSING DATE

FOR INFORMATION  CONTACT:
                         
   RELOCATION EXPENSES PAID (MP-5, PART I, CHAPTER 335)                                                                                                                               

10-22-04
    Margaret Watson




______YES            NO  _____            X     NA

                           (202) 745-8000 ext.7374
 


Salary Includes Locality Pay.

 EQUAL EMPLOYMENT OPPORTUNITY

Current Veterans Canteen Service (VCS) employees on a permanent appointment may be considered for permanent or competitive service position in VA in accordance with the merit promotion program.

Actions to fill this position will not be based on discriminating factors, which are prohibited by law.  Applicants are assured of equal consideration without regard to race, color, religion, sex, sexual preference, national origin, politics, physical or mental disability, marital status, age, membership in an employee organization, or any other non-merit reason. Selection doses not guarantee promotion to the target grade (or any intervening grade, if appropriate).  All legal and regulatory requirements for promotion to the next higher grade must be met, and subsequent promotion to the next higher grade is dependent on the selectee’s demonstration of the ability to perform the duties of that grade to the satisfaction of the supervisor and the availability to enough work at the next higher grade to support the target position.
It is the policy of the Department of Veterans Affairs that all Federal wage and salary payments be paid to employees by Direct Deposit/Electronic Funds Transfer (DD/EFT

ALL NON-VA APPLICANTS MAY BE SUBJECT TO DRUG TESTING.

NOTE:  Applicants claiming special consideration under Agency Career Transition Assistance Plan (CTAP) , must submit a copy of the separation notice or other qualifying document indicating displaced or surplus status.

ACCOMMODATIONS:  This agency provides reasonable accommodations to applicants with disabilities. If you need a reasonable accommodation for any part of the application and hiring process, please notify the agency. The decision on granting reasonable accommodations will be on a case by case basis.

PRINCIPAL DUTIES:  The incumbent services as the Program Support Assistant for the Comprehensive Nursing and Rehabilitation Center (CNRC) consisting of multi-disciplinary services such as:  Medical Service, Social Work Service, Dental Service, Rehabilitation Medicine, Psychiatry Service, Psychology Service, and others.  The incumbent is responsible for the execution of the administrative functions of the CNRC.  The incumbent plans, develops and directs the total and complex administration activities of this service. The incumbent is responsible for coordinating and collaborating with other services in the hospital.  The Program Support Assistant is responsible for non-clerical work in providing a variety of management services in the CNRC.  These services include the supervision of the Secretary/CNRC; prepare memorandums; equipment management; property management and comparable functions, which require effective liaison with all administrative and clinical services throughout the medical center.  The incumbent participates in management meetings, which involve discussion of CNRC needs, and makes suggestions, which influence decision in this area.  Person-to-person 

work relationships are important and significant in the incumbent’s day t-to-day activities. Incumbent deals with Central Office, Geriatric and Extended Care Service, hospitals, community nursing homes, universities, and others associated with care of the elderly.  Incumbent acts as a liaison between the CNRC and the community.  Responds to written and telephone requests for information about the CNRC program, and assists in any public relations activities of the CNRC. Responsible for composing and reviewing much of the CNRC correspondence, and maintaining appropriate files for the screening committee. Authority and responsibility are delegated by the,  Medical Director, CNRC.

QUALIFICATIONS REQUIREMENT:  Will be determined in accordance with OPM’s Group Coverage Qualification Standard for Clerical and Administrative Support Positions. 

SPECIALIZED EXPERIENCE:  Experience that equipped the applicant with the particular knowledge , skills and abilities (KSA’s) to perform successfully the duties of the position, and that is typically in or related to the position to be filled. To be creditable, specialized experience must have been equivalent to at least the GS-7 grade level.

Applicants should respond to the following KSAO’s:

1. Knowledge of problem solving skills uses to anticipate, define and solve problems, as appropriate.

2. Knowledge of medical terminology, policies and procedures.

3. Knowledge of VA rules, procedures and policies relating to the eligibility, admission, discharge and transfer of patients.

4.   Knowledge of office equipment, teleconference equipment, DHCP, Microsoft office applications such as        

      Word, Excel.

5.   Skill in the use of verbal and written communication to coordinate tasks.

HOW TO APPLY: ALL APPLICANTS FROM VAMC, WASHINGTON, D.C., MUST COMPLETE VA FORM 5-4078, “APPLICATION FOR PROMOTION OR REASSIGNMENT” AND RETURN TO HUMAN RESOURCES MANAGEMENT SERVICE (05A) BY CLOSE OF BUSINESS 

10/22/04.  WASHINGTON, D.C.  APPLICANTS WILL BE FURTHER EVALUATED BY USE OF VA FORM 5-4676a, “EMPLOYEE SUPPLEMENTAL QUALIFICATIONS STATEMENT,” AND 5-4667b, “SUPERVISORY APPRAISAL OF EMPLOYEE FOR PROMOTION.”  IT IS THE RESPONSIBILITY OF VA APPLICANTS TO OBTAIN THE ABOVE MENTIONED FORMS FROM THE HUMAN RESOURCES MANAGEMENT SERVICE OFFICE, ROOM 1B120, TO BE COMPLETED AND RETURNED TO HUMAN RESOURCES MANAGEMENT SERVICE (05A), BY CLOSE OF BUSINESS 10/29/04.
THE FOLLOWING INFORMATION MUST BE INCLUDED IN YOUR APPLICATION:

1.  JOB INFORMATION: Announcement number, title and grade of the job for which you are applying;

2.  PERSONAL INFORMATION:  Full name, mailing address (with zip code) and day and evening phone numbers (with area codes); social security number; country of citizenship; veterans preference; reinstatement eligibility (you must attach SF-50 for proof of your career or career-conditional status); and highest Federal civilian grade held (also give job series and dates held);

3.  EDUCATION:  High school name, city, state (zip code, if known) and date of diploma or GED; name, city and state of (zip code, if known) colleges and universities attended, with majors, type and year of any degrees received (if no degree, show credits earned and indicate whether semester or quarter hours);

4.  WORK EXPERIENCE: Give the following information for your paid and work experience related to the job for which you are applying: (a) job title (include series and grade if Federal job); (b) duties and accomplishments; (c) employer’s name and address; (d) supervisor’s name and phone number; (e) starting and ending dates (month and year); (f) hours per week; (g) salary.  Indicate if we may contact your current supervisor;

5.  OTHER QUALIFICATIONS: Job related training courses (title and year); job related skills (for example, other languages, computer software/hardware, tools, machinery, typing speed); job related certificates and licenses (current only); and job related honors, awards, and special accomplishments (for example, publications, memberships in professional or honor societies, leadership activities, public speaking and performance awards) give dates but do not send documents unless requested.
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