            MERIT PROMOTION ANNOUNCEMENT
SOUTH TEXAS VETERANS HEALTH CARE SYSTEM (STVHCS)

AUDIE L. MURPHY DIVISION, KERRVILLE DIVISION, VA OUTPATIENT CLINICS LOCATED IN SAN ANTONIO, LAREDO, CORPUS CHRISTI, VICTORIA, MCALLEN, HARLINGEN, LACKLAND BLOOD DONOR CENTER AND FORT SAM HOUSTON CEMETERY
OPENING DATE: OCTOBER 12, 2004       

    CLOSING DATE: NOVEMBER 1, 2004 

ANNOUNCEMENT NUMBER: MP-04-260-MP

  

POSITION TITLE: SECRETARY (OA) 





SERIES/GRADE: GS-318-6





 

PROMOTION POTENTIAL: NONE



    NUMBER OF VACANCIES: ONE

LOCATION OF POSITION: CHIEF OF STAFF, Kerrville Division, Kerrville, Texas

POINT OF CONTACT: MARGIE PARSONS, Human Resources Specialist, 617-5133

ROTATING SHIFTS:  NO  



    TESTING DESIGNATED POSITION:  NO 

WORK SCHEDULE:  FULL-TIME

RELOCATION EXPENSES ARE NOT AUTHORIZED UNLESS OTHERWISE INDICATED. RELOCATION BONUS IS NOT AUTHORIZED.  

ALL NEW EMPLOYEES AFTER JANUARY 1, 1995 MUST DESIGNATE A FINANCIAL INSTITUTION(S) FOR THE RECEIPT OF FEDERAL WAGE AND SALARY PAYMENTS THROUGH DIRECT DEPOSIT OR ELECTRONIC TRANSFER OF FUNDS. THIS REQUIREMENT IS IN ACCORDANCE WITH THE GOVERNMENT MANAGEMENT REFORM ACT OF 1994(PUBLIC LAW 103-356 DATED 10-13-94).

HOW TO APPLY:  INTERESTED AND QUALIFIED CANDIDATES SHOULD APPLY ON VA FORM 4078, APPLICATION FOR PROMOTION OR REASSIGNMENT, WHICH CAN BE OBTAINED FROM YOUR SERVICE SECRETARY, HUMAN RESOURCES MANAGEMENT SERVICE (HRMS) AT EACH DIVISION AND THE ADMINISTRATIVE OFFICER AT SATELLITE CLINICS.  THIS FORM MUST BE RETURNED TO HRMS BY THE CLOSING DATE OF THE ANNOUNCEMENT. AT THE TIME YOU PICK UP THE VAF-4078, PLEASE PICK UP THE REQUIRED SUPPLEMENTAL FORMS AS DESCRIBED BELOW.  CURRENT EMPLOYEES MUST HAVE SERVED THREE MONTHS SINCE YOUR CAREER-CONDITIONAL APPOINTMENT.  THIS DOES NOT APPLY TO VRA EMPLOYEES.  EMPLOYEES ARE RESPONSIBLE FOR ENSURING THEIR OFFICIAL PERSONNEL FOLDER (OPF) IS UPDATED WITH THEIR CURRENT JOB DUTIES AND PREVIOUS EXPERIENCE PRIOR TO THE CLOSING DATE OF THE ANNOUNCEMENT. QUALIFICATION DETERMINATIONS FOR THE ANNOUNCED POSITION WILL BE BASED ON INFORMATION CONTAINED IN THE OPF AND RESPONSES TO THE KNOWLEDGE, SKILLS, ABILITIES, AND OTHER INFORMATION REQUIRED (KSA’s) AS LISTED BELOW, AND IN COMPLIANCE WITH THE OFFICE OF PERSONNEL MANAGEMENT QUALIFICATION STANDARDS. KSA’s ARE TO BE RESPONDED TO ON VAF-4676a, EMPLOYEE SUPPLEMENTAL QUALIFICATION STATEMENT AND VAF-4667b, SUPERVISORY APPRAISAL OF EMPLOYEE FOR PROMOTION. THE VAF-4676a SUPPLEMENTALS WILL BE THE PRIMARY DOCUMENT USED TO EVALUATE QUALIFICATIONS AND TO RATE AND RANK CANDIDATES.  EMPLOYEES ARE RESPONSIBLE FOR GIVING COMPLETE AND ACCURATE INFORMATION AND RETURNING THE VAF-4676a TO HRMS, AUDIE L. MURPHY DIVISION, SAN ANTONIO, ROOM Q113, OR KERRVILLE DIVISION HRMS OFFICE, NO LATER THAN 7 DAYS AFTER THE CLOSING DATE OF THE ANNOUNCEMENT.  EXTERNAL APPLICANTS SHOULD APPLY ON AN OF-612, OPTIONAL APPLICATION FOR FEDERAL EMPLOYMENT, AND AN OF-306, DECLARATION FOR FEDERAL EMPLOYMENT.  APPLICATIONS CAN BE MAILED TO: AUDIE L. MURPHY DIVISION, HRMS/05, 7400 MERTON MINTER BLVD, SAN ANTONIO, TX 78229.  APPLICATIONS MAILED MUST BE POST MARKED ON OR BEFORE THE CLOSING DATE.
TIME-IN-GRADE REQUIREMENT:  Applicants must meet the required time-in-grade requirements applicable to the announced position. 

VETERAN PREFERENCE:  If you are claiming veteran preference, please provide a copy of your DD-214.  If you are claiming 10-point veteran preference, please submit Application for 10-Point Veteran Preference (SF-15) with the required documentation.
DRUG TESTING:  All applicants tentatively selected for VA employment in a testing designated position (TDP) are subject to urinalysis screening for illegal drug use prior to appointment.  For the purposes of “applicant testing”, current VA employees identified for placement in a TDP are included.  Applicants who refuse to be tested will be denied employment with the VA or may not be placed in a TDP.  
AREA OF CONSIDERATION: Open to permanent employees of the South Texas Veterans Health Care System, Fort Sam Houston National Cemetery and permanent VCS employees with 90 days of service.  
DUTIES: The incumbent provides administrative and secretarial services to the Chief Medical Officer (CMO), Kerrville Division, of the South Texas Veterans Health Care System (STVHCS).  The incumbent is required to perform difficult and responsible duties using knowledge of complex subject matter, a thorough knowledge of office procedures, and a general knowledge of policies and procedures.  The incumbent serves as Secretary to the Administrative officer (AO) Kerrville Division, in the absence of that individual.  The incumbent will also provide assistance to patients in the absence of the Patient Representative.  The incumbent works closely with the Chief Medical Officer to establish, improve upon, and provide continuity of office operations.  Assists the CMO by relaying specific instructions and giving advice concerning procedural, and administrative requirements to Division Managers and sections supervisors.


The incumbent receives, schedules, refers and contacts members of the staff, agency and persons outside the agency.  Incumbent is regularly involved in contacts with visitors and callers from such organizations as: Congressional Offices, members of the news media, state or local officials, attorneys, and Veterans Service Organizations.  Serves as the primary contact for incoming calls and visitors to the CMO.  Exercises control over the various calendars for scheduling appointments and activities for the CMO in coordination with the AO.  On own in initiative, makes arrangements for such meetings by reserving space, setting the specific time, contacting all personnel expected to attend and coordinating use of video conferencing equipment.  Maintains CMO’S appointment calendar and establishes priorities for commitment of time.  Receives and personally distributes official and personal correspondence.  Composes and prepares replies for supervisor’s signature in accordance with knowledge of policies and wishes.  Reviews outgoing correspondence for supervisor’s signature, for correct grammar, consistency, completeness, general tone, and hidden implications.  Incumbent is the primary recorder for a variety of meetings chaired by the CMO.  

Organizes schedules for hospital physician coverage.  Supports Performance Measure data collection, collation, and presentation.  Maintains administrative files for the CMO office.  Serves as primary timekeeper.  Coordinates arrangements for travel of the CMO.  Performs office automation duties using software applications such as electronic mail, calendar, spreadsheet, database, graphics, PowerPoint, and MS Word.
QUALIFICATION REQUIREMENTS: GS-6 must have one (1) year of specialized experience equivalent to the next lower grade level (GS-5).  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 work of the position to be filled.

TYPING REQUIREMENT: A qualified typist is required (Typing requirement of a least 40 words per minute).  Documentation of this requirement is mandatory, i.e., self-certification or certificate dated within the last twelve months.

BASIS OF RATING: Employee Supplemental Qualification Statement (VA Form 5-4675a) is the primary document that will be used to evaluate qualifications.  It is important that you provide specific information under these factors:

1. Skill in dealing tactfully with management officials concerning such matters as directives, reports, correspondence, and telephone procedures.

2. Knowledge of office automation hardware and software.

3. Skill in taking and transcribing dictation.

4. Expert knowledge of grammar, spelling, punctuation, and required formats in order to properly prepare effective written communication.

5. Verbal communication skill to tactfully and effectively deal with a wide range of medical and administrative personnel, dignitaries, and general public.

6. Ability to interpret regulations and policies as required performing the duties of the position.

THE DEPARTMENT OF VETERANS AFFAIRS IS AN EQUAL OPPORTUNITY EMPLOYER

Qualified applicants will receive consideration without regard to race, religion, creed, color, national origin, political affiliation, age, sex, or persons with

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 accommodation will be on a case-by-case basis.

D. CREAGER BROWN

Chief, Human Resources Management Service  
