Temporary Promotion Opportunity
Announcement

Note to Supervisors: Please ensure all employees without email access receive a paper copy of this distribution.

ASSIGNMENT:

X] Temporary Promotion: Open to GS-07 or higher

A temporary promotion is the temporary assignment of an employee to a higher graded position for a specified period of
time, with the employee returning to his/her permanent position upon the expiration of the temporary action.

WHO WILL BE CONSIDERED?

SELECT ONE: SELECT ONE:

& ALL NPS Employees in local commuting area |:| Permanent/Term/Temp Employees
|:|Em ployees from the Midwest Region |:| Permanent/Term Employees

|:| Employees from the local commuting area |X| Permanent Employees

Opportunity Information

Park/Location: HSTR
Job Title/Series: Administrative Officer, GS-0341

Grade: 09
Open Date: June 19, 2014 Close Date: June 23, 2014
Start Date: Negotiable Duration: NTE 1 year
Salary will be paid by X Base Site [] Gaining Site [] Both
Per diem expenses ] will be paid X will NOT be paid
Travel [J1s required X Is NOT required
Housing [] 1s available X Is NOT available

Brief S f Duties:

The Administrative Officer is Chief of the Administrative Division of HSTR. Responsible for providing advisory
services to Superintendent, supervisors and employees on matters of administration relating to programs and the
principles of sound management; budget and financial management; human resources management; acquisition
and property management; basic information management; and other administrative support services.

Participates in decision making and planning processes for the site. Supervises the park’s Administrative
Technician. Plans work completion schedules; assigns work to subordinates based upon consideration of the
difficulty and requirements of assignments and the capabilities of employees; approves leave; sets performance
standards and provides employee appraisals; identified developmental and training needs of employees, providing
or arranging for needed development and training.




Requirements:

e Must meet 1 year specialized experience at the next lower grade level or master's or equivalent graduate
degree
or
2 full years of progressively higher level graduate education leading to such a degree
or

LL.B. or J.D., if relatededucation requirements and time-in-grade by closing date of announcement.

e Must meet Time-In-Grade.

To Apply:
1. Interested individuals should discuss the opportunity with their first line supervisor and obtain concurrence prior to
applying.
2. Submit the following to contact by Closing Date.

X Resume
XIMost recent SF 50 (not award SF-50) [ ] Other

Eor Further informati .

Submit applications to :

Name: Bonnie Steggerda

Phone: (402) 661-1612

Email: Bonnie_Steggerda@nps.gov
Fax:
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