DISTRICT OF COLUMBIA GOVERNMENT OPERATIONS

DISTRICT OF COLUMBIA NATIONAL GUARD

2001 East Capitol Street

Washington, DC  20003-1719

VACANCY ANNOUNCEMENT

Number of Vacancies: One (1)



               Area of Consideration: Unlimited

Announcement Number:  DC-03-13
   Opening Date: 05-16-03              Closing Date: Until Filled

Worksite: USPFO



    
           *Tour of Duty: 7:00 a.m. – 4:30 p.m. 

                    D.C. Army National Guard




       Monday – Friday

Position Title, Number, Series, Grade:



               Annual Salary Range:
**Military Pay Technician, 0049349, DS-0545-07

                               $26,044.00 - $33,485.00 

 Military Pay Technician, 0049349, DS-0545-06

                                 23,580.00  -  30,254.00

Military Pay Technician, 0049349, DS-0545-05


                 21,276.00  -  27,295.00     

This position is NOT in a collective bargaining unit

This position is EXEMPT from the Residency Requirement Law
National Guard Membership: Not required. If individual is a member of the DC National Guard, the daily wearing of the military uniform is required.

Evaluation Process: Applicant will be evaluated solely on information supplied in the application and subject to interview at the selecting official’s request.

Brief Description of Duties: Provides assistance on matters pertaining to pay entitlement policies, procedures, and operations to the Army National Guard and other interested parties; makes standard and non-standard payroll submission; establishes debt collection procedures in conjunction with disciplinary actions, over payments and other indebtedness; prepares and processes incapacitation, incentive, and bonus pay; conducts daily and monthly audits of all payroll actions for accuracy and proper entitlement; prepares a manual on military pay transactions for payments or collections; maintains employees pay action files; processes payment authorizations, replacement checks, W-2’s, leave and earning statements, and performs other duties as assigned.

Minimum Qualification:  Application must show that applicant is able to apply the Knowledge, Skills and Abilities (KSA) that are appropriate for the position.  Education, experience or training must show that the applicant has the ability to perform the duties and responsibilities of the position.  Must have a minimum of one year of Specialized experience at the next lower grade in the Federal or District government or its equivalent.
*Alternate Work Schedule

**Promotion Potential 

                     (Continue)

SUBMISSION OF RANKING FACTORS (KSA):  The following ranking factors will be used in the evaluation process.  All applicants must respond to the ranking factors on a separate sheet of paper.  Please describe specific incidents of sustained achievements from your experience that show evidence of the level at which you meet the ranking factors that have been determined to be important for the position for which you are applying.  You may refer to any experience, education, training, awards, outside activities, etc. that indicate the degree to which you possess the job-related knowledge, skills, and abilities described in the ranking factors.  The information given in response to the ranking factors should be complete and accurate to the best of your knowledge.  Failure to respond to all ranking factors may eliminate you from consideration.
Knowledge, Skills and Abilities:
-Knowledge of pay regulations and manuals governing a wide range of pay entitlements and changes.

-Knowledge of all accounting and reporting requirements for CSRS, FERS, and Thrift Savings Plan (TSP).

-Knowledge of workday program allocation, distribution and accounting adjustments.

-Knowledge of military/civilian pay procedures to accurately classify a variety of diversified transactions

Education may be substituted for experience in accordance with OPMX-118.  Proof of completion of education from an accredited institution must be submitted with application.

Notice of Non-Discrimination: In accordance with the DC Human Rights Act of 1977, as amended, DC Official Code Section 2-14-1.01 et seq. (Act), the District of Columbia does not discriminate on the basis of actual or perceived: race, color, religion, national origin, sex, age, marital status, personal appearance, sexual orientation, familial status, family responsibilities, matriculation, political affiliation, disability, source of income, or place of residence or business.  Sexual harassment is a form of sex discrimination that is prohibited by the Act.  In addition, harassment based on any of the above-protected categories is prohibited by the Act.   Discrimination in violation of the Act will not be tolerated.  Violators will be subject to disciplinary action.

Instructions for Applying:  Applications must be received in the office of D.C. Government Operations (DCGO), DC National Guard, Room 112E, 2001 East Capitol Street, Washington, DC, 20003-1719 not later than the closing date, if applicable, or until position is filled.  Faxed applications are not accepted.  The District government application (DC Form 2000) must be submitted and may be attached to a Federal government application.  Do not submit a resume’.  The Form 2000 may be obtained from DCGO, or from any District government personnel office.  It is also available on the website-dcop.dc.gov (click #2, “DC Office of Personnel”, click “Employment Forms”).  Point of contact is Mrs. Charlotte B. Clipper, 202-685-9647.

Application submitted for consideration will not be returned to the applicant.  Applications received after the closing date or after position has been filled will be returned without action.

Reduction for Reemployed Annuitant: An individual selected for employment in the District government on or after January 1, 1980 who is receiving an annuity under any Federal or District government civilian retirement system shall have his or her pay reduced by the amount of annuity allocable to the period of employment.  This does not apply to an annuitant “first” hired by the District government after September 30, 1987.

Individuals transferring from the Federal government to District government with no DC government service prior to October 1, 1987, must have all leave transferred, but is no longer covered under the Civil Service Retirement System (CSRS).  Salary cannot be handled as a promotion, but based on existing rate of pay.  If individual returns to the Federal government, leave will not be transferred and time served with D.C. government is not creditable.  Any District service performed in a covered position prior to October 1, 1987 is creditable under CSRS with the same rights and benefits.  (A “covered” position is a position that afforded the employee the rights to have benefits.) 

