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DEPT. OF VETERANS AFFAIRS MEDICAL CENTER


AREA OF PROMOTION CONSIDERATION
STATION # 688

50  IRVING ST., NW, WASHINGTON, DC  20422


        Permanent VAMC – Washington, DC  

                                                                                                                                                                                            Employees Only

 














                           
ANNOUNCE  NO.

POSITION TITLE



 SERIES   AND  GRADE
    SALARY RANGE
    
NO. OF POSITIONS

PROMOTION 

             














POTENTIAL MHSL 04-119          Secretary                              GS-318-6        $30,762 - $39,996         









                                          *per annum           ONE                     NONE 



















ISSUE DATE

LOCATION












HRS. PER WK.




Mental Health Service Line

    09/28/2004 
             Washington, DC 20422                
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CLOSING DATE

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



           L. Marisa Jackson                                                                                       _______YES             _______NO         ___X__NA

    10/19/2004           (202) 745-8000 ext. 7334

*Includes Locality Pay
EQUAL EMPLOYMENT OPPORTUNITY: 

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 does 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 of 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 are paid to employees by Direct Deposit/Electronic Funds Transfer (DD/EFT).

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.

DUTIES: The incumbent receives, distributes phone calls; receive patients, visitors, other professionals, answering many of their requests for information directly, while accurately directing all others to desired service or information.  Incumbent must type a minimum of 40 wpm.  Types all service material from reports of patient evaluations through requests for supplies, schedules etc. Responsible for format and grammatical and spelling accuracy of all typing. Manages Psychology Service main office, including the maintenance of all records, files and correspondence; maintains central recording system of psychological services rendered to patients and their families; takes central role in initiating new office procedures when indicated.  Receives and distributes all service mail, making judgments of priority in the process.  Orients new employees and interns; is responsible for their clearing the station at end of employment/assignment.  Makes travel arrangements for all psychology staff, completes travel vouchers etc.  Notifies staff and interns of scheduled departmental meetings; attends major departmental meetings and keep records of them.  Maintains a calendar for the Chief of Psychology Service.  Maintains all Time & Leave records for the service. 

QUALIFICATIONS: Will be determined in accordance with OPM's Qualification Standards Handbook for General Schedule positions, dated August 1994.

Specialized Experience: Experience that has equipped the applicant with the particular knowledge, skills, and abilities (KSA’s) to perform successfully the duties of the position that is typically in or related to the position to be filled. To be creditable, one year of required specialized experience must have equivalent to the next lowest grade level.

ALL APPLICANTS SHOULD ADDRESS THE FOLLOWING KSAO’S:

1. Knowledge of full range of conventional secretarial techniques such as typing, principles and procedures of filing systems and record keeping.

2. Knowledge of word processing to include different software package.

3. Knowledge of medical terminology.

4. Knowledge of procurement of office supplies.

5. Ability to communicate both written and orally with people of diverse backgrounds.

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 

10/19/04  VAMC, 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 1B122, TO BE COMPLETED AND RETURNED TO HUMAN RESOURCES MANAGEMENT SERVICE (05A), BY CLOSE OF BUSINESS 10/25/2004.



     	 VACANCY ANNOUNCEMENT











