Department of Veterans Affairs


VA Regional Office


245 West Houston Street 


New York, NY  10014 





Vacancy Announcement 





RELOCATION EXPENSES ARE NOT AUTHORIZED


			


ANNOUNCEMENT NUMBER:  306-07-09-EXT


Opening Date:  April 17, 2007   


Closing Date:  May 7, 2007





POSITION, SERIES, GRADE:  Contract Specialist, GS-1102-09 (Target GS-996-11/12) or GS-11 (Target GS-12)





LOCATION OF POSITION:  Department of Veterans Affairs, VA Regional Office, Vocational Rehabilitation & Employment Division, 245 West Houston Street, New York, NY 10014





STARTING SALARY: GS-9   $48,363 - $62,870 per year


                                    GS-11 $58,516 - $76,072 per year


 			


TYPE OF POSITION:  Permanent, Full-Time – 40 Hours/Week		





NUMBER OF POSITIONS:  One


					


FOR ADDITIONAL INFORMATION:  Karri Bielewicz, HR Specialist, HR Center—Baltimore, at 410-230-4400, extension 2011, or Thomas Collins, HR Liaison, New York VA Regional Office, at 212-807-3053  	


___________________________________________________________________________________________





        PLEASE READ THIS SECTION CAREFULLY!





 WHO MAY APPLY (Eligibility Requirements) - If you do not meet the criteria described below, you will not be considered for this position.    





U.S citizenship is mandatory. 





(  VETERANS RECRUITMENT ACT (VRA) ELIGIBLES are veterans who served on active duty, active duty for training (no minimum service required).  The following individuals are eligible for a VRA appointment:





Disabled Veterans;





Veterans who served on active duty in the Armed Forces during a war declared by Congress in a campaign or expedition for which a campaign badge has been authorized;





Veterans who, while serving on active duty in the Armed Forces, participated in a military operation for which  the Armed Forces Service Medal was awarded; and





(4)	Veterans separated from active duty within the past three (3) years. 





Veterans must provide a copy of Member 4 of their DD 214 (which shows the type of discharge).  If applicable, completion of an SF 15, Claim for 10-point Veterans Preference, along with supporting documentation is required.  The SF 15 was recently revised (December 2004) making changes to documentation requirements and can be found at:  http://www.opm.gov/forms/pdf_fill/SF15.pdf








(  PREFERENCE ELIGIBLES AND VETERANS SEPARATED UNDER HONORABLE CONDITIONS


WHO SUBSTANTIALLY COMPLETED A 3-YEAR TERM OF CONTINUOUS ACTIVE SERVICE (VEOA) must submit a Member 4 copy of the DD 214 which shows the type of discharge, or if applicable, Purple Heart award.  You may submit a letter from the Department of Veterans Affairs (dated 1991 or later) or Armed Forces branch certifying receipt of service-connected disability or disability pension, if applicable.   





Note:  Current or former federal employees who have served or who are currently serving under a career or career-conditional appointment are not eligible to be considered under this VEOA hiring authority.





(  TRANSER/REINSTATEMENT ELIGBLES (sTATUS) are current or former federal employees who meet the specialized experience requirements for the position being recruited.  Applicants must have held or be currently holding a position in the competitive service unless and Interchange Agreement exists (please contact the HR Center at the above number for verification, if needed).  A copy of the most recent or last SF 50, Notification of Personnel Action, and performance appraisal must be provided (do not submit an Incentive Award SF 50).





(  VA CAREER TRANSITION AND ASSISTANCE PROGRAM (CTAP) AND INTERAGENCY  (ICTAP) ELIGIBLES 


In accordance with VA Handbook 5330, a CTAP/ICTAP eligible will receive special selection priority consideration if (1) applying at or below the grade level from which separated with no greater promotion potential than the position from which separated, (2) is within the commuting area, and (3) is determined to be “well qualified” for this position.  This means that you have held a position that provided knowledge of laws, regulations, and procedures governing vocational rehabilitation programs Copies of RIF notice, Certificate of Expected Separation, or other documentation issued by the agency which identifies you as being surplus are required. Additionally, a copy of your latest SF 50, Notification of Personnel Action (which shows your current title, series, grade and salary, do not provide an Incentive Award SF 50 as it does not reflect this information) and performance appraisal are required.


___________________________________________________________________________________________





MAJOR DUTIES:  At the GS-09 and GS-11 levels, the incumbent serves as a trainee receiving training and progressively more difficult assignments to eventually assume the full range of duties of the target GS-12 level.  The Contract Specialist will be responsible for procuring a variety of products and services for Vocational Rehabilitation and Employment (VR&E) Divison. Will be responsible for the control and administration of contract work in the VR&E Division.  Incumbent will be responsible for assigning and distributing Chapter 31 counseling to contractors throughout an 80-county jurisdiction.  The Contract Specialist will manage the contract budget and will determine which contractor to use.  The incumbent of this position will be responsible for all aspects of contracting transactions from start to the finished product.  The incumbent will provide guidance to technical personnel involved in statement of work or data requirements. 





MINIMUM QUALIFICATION REQUIREMENTS:  Applicants must meet the basic requirement and specialized experience and/or education requirements described below: 


 


Basic: Must have completed a four year course of study, leading to a bachelor’s degree with a major in any field; OR at least 24 semester hours in any combination of the following fields:  accounting, business, finance, law, contracts, purchasing, economics, industrial management, marketing, quantitative methods or organization and management.





Specialized:  Applicants must have one year of specialized experience equivalent to the next lower grade that has equipped them with the particular knowledge, skills, and abilities to successfully perform the duties of the position.  To be creditable, specialized experience must have been equivalent to at least the next lower grade level in the normal line of progression for the occupation in the organization.  This experience must have been performed independently or as the leader of a group, under and must have included: preparing and overseeing a variety of contracts in multiple areas, such as supply, lease agreements, etc.; reviewing specifications; preparing public notices; using knowledge of negotiating strategies and cost and price techniques to perform cost computations; and interpreting and applying a body of public law which impacts contracting and federal acquisition procedures.





Education:  At the GS-09 level, applicants may substitute a Masters or equivalent graduate degree or two full years of progressively higher level graduate education leading to such a degree or LL.B or J.D., if related.  At the GS-11 level, applicants may substitute a Ph.D. or equivalent doctoral degree, or three full years of progressively higher level graduate education leading to such a degree.  It is also possible to combine education and experience.  The Qualification Standards for General Schedule Positions Handbook will be used to evaluate applicants and is available for review in any Federal Human Resources Office





Time-in-Grade Requirement (for Transfer - Current federal employees only):  Applicants must meet time-in-grade requirements of the position by the closing date of this announcement; i.e., 52 weeks at the GS-07 level or equivalent to qualify at the GS-09 level; 52 weeks at the GS-09 level or equivalent to qualify for the GS-11 level or equivalent.  


 


Applicants Please Note:  Education that you include on your application/resume or refer to in response to Knowledge, Skills, and Abilities must be accredited by an accrediting institution recognized by the U.S. Department of Education in order for it to be credited towards qualifications (particularly positions with a positive education requirement).  Education/coursework may be used as evidence of self-development and be judged as enhancing qualifications even when a position does not require a degree.  Therefore, applicants must report only attendance and/or degrees from schools accredited by accrediting institutions recognized by the U.S. Department of Education.  Applicants can verify accreditation at the following website:  http://www.ed.gov/admins/finaid/accred/index.html.  All education claimed will be verified.   





NOTE FOR CTAP/ICTAP ELIGIBLES:  In accordance with VA Handbook 5330, a CTAP/ICTAP eligible will receive special selection priority consideration if (1) applying at or below the grade level from which separated with no greater promotion potential than the position from which separated, (2) is within the commuting area, and (3) is determined to be “well qualified” for this position.  To be determined “well qualified”, a candidate must be able to demonstrate that he/she has had experience as outlined above under “Qualification Requirements.”  This means that you have held a position that provided knowledge of laws, regulations, and procedures governing vocational rehabilitation programs.  Candidates must submit documentation of eligibility under the VA Career Transition Assistance Plan (VA/CTAP) or Interagency CTAP for special selection priority; i.e., a copy of the certification/displacement letter along with all other items listed in the “How To Apply” section of this announcement.





Promotion Potential:  Identification of promotion potential in this position does not constitute a commitment or obligation on the part of management to promote the employee selected at some future date.  Promotion will depend upon administrative approval and the continuing need for an actual assignment and performance of higher- level duties.  





PROBATIONARY PERIOD:  All selectees may be subject to a one-year probationary period in accordance with 5 CFR, Part 315, Subpart H.





BASIS OF RATING:  If you meet the minimum qualification requirements, your application will be further evaluated to determine the extent your work or related experience, education, training, awards, and outside activities that demonstrates you have the knowledge, skills, and abilities (KSAs) of the position.  KSA statements must show clear, concise examples of level of accomplishment and the degree to which you possess the KSA.  If you paraphrase the KSA without giving examples, you will not receive credit.  The information provided is used to determine the “best qualified” candidates either by a single evaluator or a rating panel.  You may use bond paper to provide your responses.  





Knowledge, Skills, and Abilities (KSAS) Required:  Applicants will be evaluated for this position based on the application package submitted.  To receive consideration, narrative responses addressing the KSAs must be included as part of the application package.    





1.  Knowledge of contracting laws, regulations, principles, policies and procedures to develop and issue solicitations and contracts





	2.  Ability to comprehend and interpret written standards and policies to analyze (i.e. review, comprehend and evaluate) a wide variety of data/information.  





	3.  Ability to search, interpret and apply Federal Acquisition Regulations (FAR) and Veterans Administration Acquisition Regulations (VAAR) laws, regulations, rules, policies, and practices in contracting function.





	4.  Ability to communicate diverse information orally and in writing to a wide variety of individuals in an efficient and pleasant manner. This includes the ability to assess problems, implement necessary action, impart information, and answer questions clearly and concisely.





HOW TO APPLY:  All applications must be received at the Human Resources Center—Baltimore by May 7, 2007.  Failure to submit all required documentation as outlined in this announcement will result in non-consideration. 





An application package should include the following documents:





1.  Checklist (Attachment below) is a summary of all required documents.


Optional Forms (OF) can be obtained from WWW.OPM.GOV/FORMS/HTML/OF.HTM; Standard Forms (SF) can be obtained from WWW.OPM.GOV/FORMS/HTML/SF.HTM





2. Resume, Optional Federal Employment Application, OF612, or other format that fully describes your experience and education is acceptable.  The brochure, applying for a Federal Job (OF 510) provides further guidance on how to prepare a resume for a federal positions and is available at the OPM web site (www.opm.gov), or any Federal Human Resources office.  





3.  Narrative response to the four competencies listed above in Knowledge, Skills, and Abilities (KSAs).





4.  Optional Form 306, Declaration of Federal Employment. 





5.  All documents as required in the “Who May Apply” section above which describes the recruitment source (eligibility requirements) for which you are applying.





6.  If you wish to claim veteran’s preference, a copy of the DD 214 and SF 15, Claim for Veterans Preference,


must also be completed if applicable.  





Mail your complete application package to:  





Department of Veterans Affairs


Human Resources Center—Baltimore


Attn:  Karri Bielewicz


G. H. Fallon Federal Building 


31 Hopkins Plaza, Room 1610


Baltimore, MD 21201





Conditions of Employment:





Position Sensitivity:  This position has a position-sensitivity level of Public Trust—Moderate Risk.  Selections made under this announcement are conditioned upon favorable adjudication of a Minimum Background Investigation (MBI) and credit per VA Handbook 0710.  An investigation will be conducted after the effective date of the selection.  





Drug testing Designated Position:  This is not a Drug Testing Designated position.





OTHER ESSENTIAL INFORMATION: 





VA policy requires all new employees to receive their Federal wage and salary payment through Direct Deposit/Electronic Funds Transfer (DD/EFT).





Privacy Act Notice (Public Law 93-579):  The information requested here is used to determine qualifications for employment and is authorized under Title 5 U.S.C. 3302 and 3361.





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 Mr. Thomas Collins at 


212-807-3053.  The decision on granting reasonable accommodation will be on a case-by-case basis.





Equal Employment Opportunity:  Actions to fill this position will not be based on discriminatory factors which are prohibited by law.





Applications mailed using government postage and/or internal federal government mail systems are in violation of agency and postal regulations and will not be accepted.





Faxed materials will not be accepted.





Materials submitted as a part of your application package will not be returned.





Please do not submit your application package in a notebook or binder with extraneous information.  Applicants should provide sufficient information to enable Human Resources to properly evaluate your application against the Qualification Standards, time�in�grade, and/or time-after-competitive appointment restrictions.


	�
Attachment 





TO:  Human Resources Center—Baltimore (392)�


Enclosed is my application for Announcement Number 306-07-09-EXT, the position of Contract Specialist,                   GS-1102-09 (Target GS-11/12) or GS-11 (Target GS-12) with the VA Regional Office in New York, NY. 





This position is being recruited at multiple grade levels, please indicate the lowest grade level you will accept:  __________                                                                                                                                                





The following documents are provided: (check all that are included in package):��___    Resume, Optional Form 612, or Standard Form 171 [for current federal employees, you must provide the highest federal grade level held and dates held (for purposes of verification by the HR Center that time-in-grade requirements have been made)]


�___  Narrative response to each the four Knowledge, Skills, and Abilities (KSAs)


�___    Optional Form 306, Declaration of Federal Employment�


__  Copy of transcript, OR for May 2007 graduates, provisional documentation pending the school’s issuance of the official transcript.  





__  Copy of my Member 4, DD 214 and, if applicable, a completed Standard Form 15 with letter dated 1991 or later from the Department of Veterans Affairs or Department of Defense (Veterans Recruitment Act Eligibles/VEOA)





___	Copy of my “notice,” most recent/last SF 50, and most recent/last performance appraisal (CTAP/ICTAP Eligible) 





___   Copy of my most recent/last SF 50 (do not submit an Incentive Award SF 50) and performance appraisal (Reinstatement/Transfer applicants)





� 





____________________________________________			_________________________________�Applicant’s Signature (Required) 						Date


