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SOCIAL SECURITY ADMINISTRATION

ANNOUNCEMENT OF POSITION VACANCY

Headquarters Job Announcements and Job Announcement Status Check information are available on the OPE Portal web site at http://co.ba.ssa.gov/ope/
Announcement Number: Q-846 
Opening Date:08-16-04



Closing Date: 08-27-04
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Position to be filled under the provisions of the Management Officials Promotion Plan.
The best-qualified list developed for this vacancy may be used for other similar positions.

Temporary promotions or reassignments may be extended or become permanent.

SSA PROVIDES EQUAL OPPORTUNITY FOR ALL PERSONS WITHOUT REGARD TO RACE, COLOR, AGE, NATIONAL ORIGIN, RELIGION, GENDER, DISABILITY, SEXUAL ORIENTATION, MARITAL STATUS, PARENTAL STATUS, 

POLITICAL AFFILIATION AND CONDUCT NOT ADVERSELY AFFECTING EMPLOYEE PERFORMANCE.

 

Position Information: 

Administrative Specialist, #9E1190, GS-301-11, Office of the Inspector General, Office of Investigations, Allegation Management Division, Oak Meadows Building


Basic Function: 

Provides administrative support within a specified geographical area to include budget preparation and execution, financial management, personnel liaison, travel, facilities management, property management and acquisition, preparation of special management reports and analysis, and other administrative duties as appropriate.


Number of Vacancies: 1




Shift: Flextime



Area of Consideration: 

Employees of SSA's Office of the Inspector General in the Baltimore/Washington commuting area; no other applicants will be considered.


Applications for noncompetitive consideration will be accepted from SSA employees in the area of consideration who are currently serving under the following types of appointments: Schedule A, Reg. 213.3102 (T) and (U) appointments for individuals with disabilities; veterans recruitment appointments; and time limited appointments for veterans with a compensable service-connected disability of 30% or more.
Time in Grade Requirements: 

Applicants for promotion must have 52 weeks at GS-9 or a combination at GS-9 and GS-10 totaling 52 weeks.



Time in grade requirements must be met by the closing date of this announcement. 


Qualification Requirements: 

52 weeks of experience which is in or related to the work of the position to be filled which has equipped the applicant with the particular knowledge, skills, and abilities to successfully perform the duties of the position.  This experience must be at a level equivalent to GS-9 or a combination at GS-9 and GS-10 totaling 52 weeks in the Federal service.

Special Requirements for Applicants:

Tentative selectee must pass a criminal records check and a credit check prior to receiving further consideration.  The selected employee will be required to complete a Standard Form 85P, Questionnaire for Public Trust Positions, in order to have the appropriate investigation conducted, unless the employee has been previously certified eligible to occupy a position at this level.  The selected employee will not be made a final offer of employment until we receive notice of completion of a successful background investigation.



Qualification requirements must be met by the closing date of this announcement.

Applicants will be rated against the following Ranking Criteria.

Ranking Criteria: (Knowledge, Skills and Abilities) 
Total Points Possible: 12

1.  Knowledge of budget preparation and execution, facilities management, property management and the acquisition process.
2.  Ability to conduct a variety of management and operational studies. 

3.  Skill in the use of automated systems. 


How to Apply: 

Send completed application (SSA-45 or equivalent) to  the Center for Personnel Policy and Staffing, ATTN: Cath Wilborn, Room 2720 Annex Building, 6401 Security Boulevard, Woodlawn, Maryland, 21235.  
Applications must be received in the personnel office, or postmarked, by the closing date of this announcement.  Please note that franked envelopes are not postmarked unless requested.  

Your application should include a separate supplemental statement specifically addressing how your background provides the knowledge, skills and abilities required by each of the ranking factors listed in this announcement for the grade level for which you are applying.  You may be asked to provide a transcript to substantiate any claims of college education.  Detailed information should be provided as Official Personnel Folders (OPFs) will not be reviewed.

Show dates of completion and number of hours for each individual training course pertinent to the position for which you are applying.  Applicants may be required to furnish proof of information claimed.  If you have questions, please call Cath Wilborn at area code 410-966-5280 (TTY 410-965-3231).



Applicants who believe they have been excluded improperly from a list of eligibles or from a best-qualified list developed from this announcement may request a review of the procedures followed under the provisions of the Management Officials Promotion Plan.  If the applicant's concern is not resolved informally, he/she may submit a complaint under the Agency grievance procedure.  Applicants may not request a review under the negotiated grievance procedure in

Article 26 of the SSA/AFGE National Agreement.
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