OUTREACH NOTICE FOR VACANCY

EARLY ALERT – EARLY ALERT – EARLY ALERT – EARLY ALERT

SUPPORT SERVICES SPECIALIST

GS 5/6/7, SUPPORT SERVICES SPECIALIST 0342
AREA OF CONSIDERATION: Government-wide and Demonstration
Coweeta Hydrologic Laboratory

USDA Forest Service, Southern Research Station, Otto, NC

The Coweeta Hydrologic Laboratory of the Southern Research Station is recruiting a permanent Support Services Specialist. The position is classified as a career ladder at the GS-5, GS-6 or GS-7 level (salary range $31,315 to $50,431/yr plus standard Federal benefits). The duty station will be located at the Coweeta Hydrologic Laboratory in Otto, NC.  The Coweeta Hydrologic Laboratory has been in continuous operation since 1934 and the research program spans the continuum of basic to applied science. Coweeta is a Long-Term Ecological Research Site and works cooperatively with several universities, National Forests, and local, state, and other federal agencies. 

DUTIES: The position is responsible for the day-to-day administrative work for the Forest Service unit. The employee assists with technical and administrative work related to record keeping, filing, unit planning, monitoring, resource studies, purchasing, budget, travel, human resources, property management, facility liaison, grants and agreements, fleet usage and maintenance, and other related tasks. Responsible for a wide variety of office support activities such as preparation of agreements, travel arrangement and updates, paycheck and time accounting, purchasing and financial accounting, safety and security support, record keeping, incoming/outgoing mail and parcel support, budget assistance, facility/property accounting and maintenance contact, and scheduling of resources. The position disseminates administrative information to unit employees and serves as a liaison for administrative support that is provided by other units.  Handles other general services for the unit, such as the acquisition, storage, and maintenance of field and office supplies.  Arranges for installation and service to field and office equipment and disposal of old or non-functioning property and equipment. Maintains awareness of and communicates applicable laws, regulations, directives, and policies to unit personnel for administrative work relating to acquisitions, payroll, human resources, agreements, travel, facilities, safety, security, and other related issues.  Assembles and evaluates data and information from a variety of sources to develop, update, and balance the unit’s budget.  Reviews and keeps informed about Federal and Agency-wide directives and procedures, their changes, and new requirements affecting the work of the organization.  

This position requires: (1) Working knowledge of the various phases of support services functions of budget planning and tracking, work planning, resource services, human resources, procurement and supply, fleet usage and maintenance, and grants and agreements; (2) working knowledge of purchasing and supply sources to be able to work independently in procuring supplies, equipment, and services through open market arrangements, purchase orders, or requisitioning through GSA, Federal Supply Schedules, and excess property lists, as well knowledge of government purchasing techniques (IAS, credit card); and (3) working knowledge of government financial and budget systems and techniques (I-WEB, WorkPlan) and of Forest Service work planning and controls to properly prepare unit’s budget for preparation of work plans.
We anticipate officially announcing the position in the near future, with an anticipated starting date at the end of May 2013.  If you are interested in this position, please fill out and return the attached outreach form and send to Dr. Chelcy Ford Miniat, Research Project Leader, USDA Forest Service, Coweeta Hydrologic Laboratory, 3160 Coweeta Lab Rd, Otto, NC 28763 or email to cfminiat@fs.fed.us before April 30, 2013. Those interested will be sent a copy of the announcement with duties, qualifications required, and application instructions.  For more information, contact Dr. Miniat at 828-524-2128, ext. 118.  The USDA Forest Service is an equal opportunity employer.

The Forest Service provides reasonable accommodations to applicants with disabilities.  If you need a reasonable accommodation for any part of the application or outreach process, please notify Cheryl Jefferson at 828-259-0562, email: cjefferson@fs.fed.us.
OUTREACH NOTICE FORM

Position Title/Series/Grade: Support Services Specialist (GS-5/6/7, 0342)

Duty Station: Otto, NC

I am interested in this position and will check http://www.usajobs.opm.gov for the announcement, or I will call the contact person.

PERSONAL INFORMATION:

Name: ________________________________________  Date: _______________

Address: ______________________________________  Phone: ______________

E-Mail: _______________

Are you currently a Federal employee: YES ____ NO ___

Current title/series/grade/location: __________________________________________
Type of appointment you are currently under __________________________________
(e.g., Career, Career-Conditional, Excepted-ANILCA, Excepted VRA, etc)

Briefly state why you are interested in this position:

