DEFENSE ACQUISITION UNIVERSITY

VACANCY ANNOUNCEMENT
C/O The Office of Personnel Management 
Philadelphia Service Center 

VACANCY IDENTIFICATION NUMBER: PH198064
OPENING DATE: Sep 20, 2004
CLOSING DATE: Oct 01, 2004
POSITION: SUPERVISORY LIBRARIAN (OA), NH-1410-III (GS Grades 12 to 13)
THIS IS A PAY BANDING POSITION WITH THE SALARY RANGE AS FOLLWS (INCLUDING LOCALITY)
SALARY: - $60,638.00 - $93,742.00 
THIS IS A Career/Career Conditional APPOINTMENT
LOCATION(S): FT BELVOIR, VA - 1 vacancy
EMPLOYING AGENCY: DEFENSE ACQUIISITION UNIVERSITY
APPLICATIONS WILL BE ACCEPTED FROM: ALL SOURCES
MAJOR DUTIES:
Directs a library program in a highly complex environment to provide responsive information services to the organization and customers; formulates, justifies, and executes the budget for the library program. Develops and supervises programs to maintain and stimulate the utilization of knowledge assets supporting DAU's Performance Learning Model. Directs the collection, organization, and conversion of knowledge objects and learning assets into an easily accessible repository supporting DoD strategic goals, programs or policies. Supervises a staff of professional and technical employees. Plans and assigns work, evaluates work performance; provides advice, counsel, and instruction; interviews and makes selections to fill vacancies; hears and resolves employee grievances. Serves as the authority responsible for collection development and management for the library. Assignments include planning and developing policies for the selection, maintenance, and replacement of all types of print and non-print media to meet the organizational, educational, or personal needs of the customers. Serves as the functional expert for information management issues concerning access, taxonomy, and cross-organizational boundaries. Serves as the authority for establishing cataloging and indexing policies and for developing and modifying classification schemes for the library.

QUALIFICATION REQUIREMENTS:
Basic Requirements: All librarians must meet the requirements for professional education in library science or possess equivalent experience and education as shown below. All applicants must meet the requirements specified in paragraphs A or B below. 

A. Completion of 1 full academic year of graduate study in library science in an accredited college or university, in addition to completion of all work required for a bachelor's degree; OR 

B. A total of at least 5 years of a combination of college-level education, training, and experience. To qualify on this basis, the applicant must establish conclusively that the education, training, and experience provided a knowledge and understanding of the theories, principles, and techniques of professional librarianship; knowledge of literature resources; and the knowledge and abilities essential for providing effective library and information services. 

Additional qualifications: For GS 12 positions, applicants must have 1 year of directly related specialized experience equivalent to at least GS-11 or the next lower broadband level. (Examples of specialized experience may include directing the collection, organization, and conversion of knowledge objects and learning assets into an easily accessible repository, planning and developing policies for selection, maintenance and replacement of all types of print and non-print media.) 

OTHER INFORMATION:
You must be a United States citizen to apply.

To be eligible for Federal employment, male applicants born after December 31, 1959, must certify at the time of appointment that they have registered with the Selective Service System, or are exempt from having to do so under Selective Service law.

BASIS FOR RATING:
Ratings will be based on responses to the occupational questions in this document. Please follow all instructions carefully. Errors or omissions may affect your score. Qualified candidates will be assigned a score between 70 and 100, not including points that may be assigned for veteran’s preference. 

Experience, education, and training/self-development will be used to evaluate candidates based on the following knowledge’s, skills and abilities. 
1. Knowledge of the organizational and functional responsibilities and operations of the employing organization. 

2. Ability to identify problems and develop innovative solutions. 

3. Ability to communicate both orally and in writing. 

4. Ability to gather, interpret, analyze, and evaluate data. 

5. Ability to provide guidance to customers. 

Please note: If a determination is made that you have rated yourself higher than is supported by your description of experience and/or education OR that your application is incomplete, the following process will take place.

After a review of all the experience and training, a single best level reflecting the KSA's of the rating schedule (70, 80, or 90) will be assigned for your total experience including education and/or training. Points for veteran's preference will be added to the basic rating of 70, 80, or 90.
CTAP/ICTAP:
IMPORTANT INFORMATION FOR SURPLUS OR DISPLACED FEDERAL EMPLOYEES (CAREER TRANSITION ASSISTANCE PLAN- CTAP INTERAGENCY CAREER TRANSITION ASSISTANCE PLAN- ICTAP) 

Individuals who have special priority selection rights under the Agency Career Transition Assistance Program (CTAP) or Interagency Career Transition Assistance Program (ICTAP) must be well-qualified for the position to receive consideration for special priority selection. CTAP or ICTAP eligible candidates will be considered well-qualified if they receive a rating of 85 or above before the addition of points for veteran's preference.

Federal employees seeking CTAP/ICTAP eligibility must submit proof that they meet the requirements of 5 CFR 330.605(a) for CTAP and 5 CFR 330.704 for ICTAP. This includes a copy of the agency notice, a copy of their most recent Performance Rating and a copy of their most recent SF-50 noting current position, grade level, and duty location. Please annotate your application to reflect that you are applying as a CTAP or ICTAP eligible.

HOW TO APPLY:
Your application will consist of three components. The first component consists of the occupational questionnaire that you must complete. The second component is your resume. The final component of your application consists of "other" application materials. Examples of these other materials include your college transcripts (if required) and documentation of veteran status (if applicable). Instructions on completing and submitting these items follow. 

APPLICATION MATERIALS MUST BE RECEIVED BY Oct 01, 2004. FAILURE TO PROVIDE COMPLETE INFORMATION MAY RESULT IN YOUR NOT RECEIVING CONSIDERATION FOR THIS POSITION. Your application materials will not be returned. Do not submit original documents that you may need in the future.

STEP ONE:

Complete and Submit the Occupational Questionnaire:

To submit a "NEW" Online Occupational Questionnaire, click the following link. 

Online Questionnaire 
Note: The above link will take you directly into a "NEW" Occupational Questionnaire. It will not allow you to return to a "Saved" Occupational Questionnaire. (See Steps 1 - 4 below)
OR
Insert the following link into your Internet Browser:
1. Enter> https://www.hr-services.org/USAWeb/USAWeb.aspx to start a "NEW" Online Occupational Questionnaire (or return to a "Saved" Occupational Questionnaire.) 

2. To start a "NEW" Occupational Questionnaire scroll down the Online application screen until the "Vacancy Identification Number" box appears under the "Create a New Application for This Job" section on the left hand side. Insert the "Vacancy Identification Number - PH198064 or "Control Number" and click the "Submit” button. 
Note: When you have completed the Online Occupational Questionnaire, click the "Finish" button. On the next screen, click the "Submit" button. The Online Occupational Questionnaire must be completed and submitted by 12:00 midnight Eastern time on Oct 01, 2004.
How to Properly Save and Return later to complete an Application/Occupational Questionnaire:
3. If you want to "Save" an incomplete Occupational Questionnaire and return later, select the "Save" button at the top or bottom of each application page and click the "Logout" button.

4. If you have a "Saved" incomplete Occupational Questionnaire you may finish it by clicking on or inserting this link into your internet browser https://www.hr-services.org/USAWeb/USAWeb.aspx . Insert your SSN and Last Name into the right hand side section "Work On An Application I Have Already Started." and click the "Login" button.

We highly encourage you to complete the Occupational Questionnaire using the Online method since it is the most efficient way for us to process your responses. If you are unable to submit your responses Online, refer to the alternatives described under Alternative Methods for Completing Occupational Questionnaire at the end of this announcement. 
Instructions for answering the questions in the Occupational Questionnaire: 
Please use the following step-by-step instructions as a guide to filling out the required questionnaire. You will need to print the vacancy announcement and refer to it as you answer the questions. You may omit any optional information; however, you must provide responses to all required questions. Be sure to double check your application before submission. 

Social Security Number

Enter your Social Security Number in the space indicated. Providing your Social Security Number is voluntary, however we can not process your application without it. 

Vacancy Identification Number

Enter the Vacancy Identification Number: PH198064 

1. Title of Job

Position Title: SUPERVISORY LIBRARIAN (OA) 

2. Biographic Data

All biographic information is required, except for your telephone number and the contact time. 

3. E-Mail Address

If you would like to be notified by E-mail, please enter your E-mail address in the space provided. 

4. Work Information

The Online Questionnaire will not ask you this question. On the C Form, you will leave this section blank.

5. Employment Availability

Questions A through D are required. 

Answer with Y for Yes or N for No. Please leave Section E blank.

6. Citizenship

Are you a United States citizen?

7. Background Information

The Online Questionnaire will not ask you this question. On the C Form, you will leave this section blank.

8. Other Information

The Online Questionnaire will not ask you this question. On the C Form, you will leave this section blank.

9. Languages

The Online Questionnaire will not ask you this question. On the C Form, you will leave this section blank.

10. Lowest Grade

Enter the lowest grade level (12 - 12) you will accept. 

11. Miscellaneous Information

The Online Questionnaire will not ask you this question. On the C Form, you will leave this section blank.

12. Special Knowledge

The Online Questionnaire will not ask you this question. On the C Form, you will leave this section blank.

13. Test Location

The Online Questionnaire will not ask you this question. On the C Form, you will leave this section blank.

14. Veterans' Preference Claim

Required. Enter your claim for Veterans' Preference.

15. Dates of Active Duty - Military Service

These dates are required if you have claimed Veterans' Preference unless you have claimed derived Preference (i.e., widows, spouse, etc.)
Please use this format: (mm/dd/yyyy) 

16. Availability Date

You may omit the availability date if you can begin work immediately. Otherwise you must provide the date you will be available for employment. Please use this format: (mm/dd/yyyy)

17. Service Computation Date

The Online Questionnaire will not ask you this question. On the C Form, you will leave this section blank.

18. Other Date Information

The Online Questionnaire will not ask you this question. On the C Form, you will leave this section blank.

19. Job Preference

The Online Questionnaire will not ask you this question. On the C Form, you will leave this section blank.

20. Occupational Specialties

Select at least one occupational specialty or enter at least one occupational specialty code for this position. The specialty code for this position is: 

001 NONE

21. Geographic Availability

Select at least one geographic location in which you are interested and will accept employment or enter at least one geographic location code. The location code for this position is: 

	0898 FT BELVOIR, VA


22. Transition Assistance Plan

In this section indicate if you are a surplus or displaced Federal employee requesting special priority consideration under the Career Transition Assistance Plan (CTAP) or the Interagency Career Transition Assistance Plan (ICTAP). 

Note: To receive consideration for CTAP or ICTAP, you must submit the necessary supporting documentation. Refer to the vacancy announcement for additional information and instructions. 

23. Job Related Experience

The Online Questionnaire will not ask you this question. On the C Form, you will leave this section blank.

24. Personal Background Information

The Online Questionnaire will not ask you this question. On the C Form, you will leave this section blank.

25. Occupational Questions

1. This section will be used to determine if you possess the required education needed to qualify for this position. From the description below, choose the letter beside the statement that BEST describes your background relevant to this position. Darken the oval corresponding to that letter in Section 25, number 1. SELECT ONE LETTER ONLY. FAILURE TO RESPOND TO THIS QUESTION WILL RESULT IN YOUR BEING RATED INELIGIBLE.

A. I have completed 1 full academic year of graduate study in library science in an accredited college or university, in addition to completion of all work required for a bachelor's degree.
B. I have completed a total of at least 5 years of a combination of college-level education, training, and experience. Such education, training, and experience must have provided a knowledge and understanding of the theories, principles, and techniques of professional librarianship; a knowledge of literature resources; and the knowledge and abilities essential for providing effective library and information services.
C. My background does not match either of the above choices.

2. This section will be used to determine if you possess the additional experience needed to qualify for this position. From the description below, choose the letter beside the statement that BEST describes your background relevant to this position. Darken the oval corresponding to that letter in Section 25, number 2. FAILURE TO RESPOND TO THIS QUESTION WILL RESULT IN YOUR BEING RATED INELIGIBLE.

A. I have completed at least one full year of experience (equivalent to the GS-11 level in the Federal service) serving as a technical expert in the selection, acquisition, collection, preservation, cataloging, research, and dissemination of a wide range of library and information resources (i.e., voluminous books, journal volumes, special collections, audiovisuals, software, maps, etc.); including defining the scope of collections, developing short- and long-range program plans, goals, and strategies; developing overall library program policies and guidelines;
B. My background does not match the above choice.

The following criteria (numbers 3-34) will be used to evaluate your level of knowledge, skill, or ability in certain areas. For each item, choose the statement from the list below (A-E) that best reflects your level of experience and/or training in that area. Darken the oval corresponding to that statement in Section 25 on the form. Please select only one letter for each item.

A- I have not had education, training or experience in performing this task.
B- I have had education or training in performing this task, but have not yet performed it on the job.
C- I have performed this task on the job. My work on this task was monitored closely by a supervisor or senior coworker to ensure compliance with proper procedures.
D- I have performed this task as a regular part of a job. I have performed it independently and normally without assistance from a supervisor or senior coworker.
E- I have instructed or assisted other workers in the performance of this task due to my expertise in this area.

3. Serve as a technical expert in the selection, acquisition, collection, preservation, cataloging, research, and dissemination of a wide range of library and information resources (i.e., voluminous books, journal volumes, special collections, audiovisuals, software, maps, etc.) covering broad areas of study and information that services clientele with varying technical, non-technical, and specialized needs.

4. Plan, develop, and manage a library program of comprehensive information resources and services.

5. Plan, coordinate, and manage an on-line integrated library system that has subordinate full-service libraries.

6. Evaluate, acquire, adapt, and maintain automated systems for an online integrated library system.

7. Define the scope of collections.

8. Develop short- and long-range library program plans, goals, and strategies.

9. Formulate and manage a broad budget and resource needs (e.g., manpower, equipment, contracted services, procurement, etc.).

10. Develop library program policies and guidelines for an on-line integrated library system (i.e., has subordinate full-service libraries).

11. Plan, coordinate, and lead studies to assess the effectiveness of current processes and services and to pursue new state-of-the-art technologies (e.g., digital technologies, remote access, etc.) to enhance and expand operations.

12. Develop new approaches for other experienced librarians to use in solving a variety of problems or in expanding services.

13. Direct the preparation of bibliographic and reference lists on highly technical or specialized materials.

14. Analyze and resolve complicated, novel, or obscure problems that have unique and highly specialized requirements/aspects.

15. Serve on broad level committees and work groups to develop library programs and initiatives.

16. Utilize team building techniques, such as coaching, consensus building, group facilitation, mentoring, and coordination, in leading or managing a team, project group, or work/task group.

17. Advise senior management officials on highly complex, sensitive and controversial program issues.

18. Develop and present briefings to upper management and other interested stakeholders/parties on proposed legislation or guidelines, program design options/alternatives, resolution of issues, and statuses.

19. Negotiate with and persuade others of dissenting opinions and disparate views to reach consensus and gain their cooperation in accomplishing goals.

20. Deal effectively with individuals or groups representing widely divergent backgrounds, interests, and points of view.

21. Lead management in accepting and implementing change process concepts.

22. Express understanding, courtesy, tact, and professionalism to others and sensitivity to individual differences.

23. Plan, organize, direct and oversee the work of a library program with subordinate libraries.

24. Coordinate and integrate the work activities and resources of several different projects.

25. Plan, prioritize, balance and assign work of subordinates.

26. Formulate and establish the workflow of the office, implementing processes to monitor the progress and timely completion of work/projects.

27. Establish program objectives or performance goals and assess progress toward their achievement.

28. Plan and adjust work operations to meet changing or emergency program or production requirements within available resources and with minimum sacrifice of quantity or quality of work.

29. Develop performance plans for subordinate staff members, evaluate individuals on attainment of performance standards and objectives, and counsel employees on methods to improve their job performance.

30. Manage and make recommendations or decisions on personnel issues concerning leave, disciplinary actions, promotions, awards, and selections.

31. Motivate subordinates toward future goals and encourage innovation.

32. Carry out and communicate support for EEO policies, goals, objectives and programs.

33. Develop training plans for staff members and ensure that all formal development and on-the-job training requirements are met in order to successfully perform the duties of the positions.

STEP TWO:

Submit a resume, Optional Application for Federal Employment (OF-612), or other written application format of your choice. Be sure you provide all of the information requested below:

Job Information:

-Vacancy Identification Number, title and grade(s) for which you are applying.

Personal Information:

- Full name, mailing address (with zip code) and day/evening telephone numbers (with area code).

- Social Security Number. Giving your Social Security Number is voluntary. However, we cannot process your application without it.

- Country of Citizenship.

- If ever employed by the Federal Government, please show the highest Federal civilian grade held, job series, and dates of employment in grade.

Education:

- High School name, city, state and zip code, date of diploma or GED.

- Colleges and/or Universities attended, city, state and zip code.

- Major field(s) of study.

- Type and year of degree(s) received. If no degree received, show total credit hours received in semester or quarter hours.

Work Experience for each paid or non-paid position held related to the job for which you are applying (do not provide copies of job descriptions):

- Job title.

- Duties and accomplishments.

- Number of hours per week.

- Employer's name and address.

- Supervisor's name and phone number.

- Starting and ending dates of employment (month and year).

- Salary.

- Indicate if your current supervisor may be contacted.

Other Qualifications:

- Job-related training courses (title and year).

- Job-related skills (e.g., other languages, computer software/hardware, tools, machinery, typing speed, etc.)

- Job-related certificates and licenses.

- Job-related honors, awards, and special accomplishments. (e.g., publications, memberships in professional or honor societies, leadership activities, public speaking, performance awards, etc.) Do not send copies of documents unless specifically requested.

STEP THREE:

Submit other application materials, as necessary.

- If you are using education to qualify, submit copies of college transcripts or a list of college courses taken that identify for each course the college or university, semester or quarter hours earned, grade and grade-point received.

- If you are applying for Veterans' Preference, submit evidence of eligibility, such as: DD-214, Certificate of Release or Discharge from Active Duty, or Standard Form 15, Application for 10-Point Veterans' Preference, and the proof requested on the form.

- If you are or have been a Federal employee, please submit a copy of your last Notification of Personnel Action, Form SF-50, and your most recent or last performance appraisal.

HOW TO SUBMIT OTHER MATERIALS:

When you have completed your resume as requested in Step Two, and assembled the materials requested in Step Three, mail your resume and other application material to:

OFFICE OF PERSONNEL MANAGEMENT 
ATTN: Vacancy Identification Number PH198064 
PHILADELPHIA SERVICES BRANCH 
600 ARCH STREET
ROOM 3400
PHILADELPHIA, PA 19106

Please indicate on your resume whether you answered the Occupational Questionnaire on the USAJOBS web site, by phone, or via the paper application Form C (OPM Form 1203-FX).

Submitting Electronic Resumes: 
OPTION 1
You may submit your resume for this vacancy announcement online. To do so, scroll down to the end of the vacancy announcement. Click on the "Apply Online" icon. Then follow the USAJOBS web site instructions. 

After you complete and submit the online resume, you will receive a "Confirmation of Submission" message stating that your online resume has been successfully submitted. If you do not receive this message, please submit again as this indicates that your resume has not been received. 

OR
OPTION 2
You can directly email a Text document to: (Philadelphia@opm.gov )
In the Subject lines of your email include the Vacancy Identification Number (RS198064). 

Be sure you provide all of the information requested below:
- Full name, mailing address (with zip code) and day/evening telephone numbers (with area code).
-ONLY the Last four digits of your Social Security Number (For security and privacy purposes)
Electronic resumes must be submitted by midnight Eastern Time on the closing date. 

NOTE: Submission of a resume MAY NOT BE a complete application. Many positions require the completion of additional forms and/or the submission of supplemental materials. Please carefully review the complete vacancy announcement for full "How to Apply" instructions. Failure to provide the required information and/or materials may result in your not being considered for employment. 

Federal agencies provide reasonable accommodations to applicants with disabilities. If you need accommodation for any part of the application process, contact this OPM service center. If you need accommodation during the hiring process, contact the hiring agency. The decision on granting reasonable accommodation will be on a case-by-case basis.
In accordance with 5 CFR 2635.704, applications will not be accepted in postage paid government envelope.
Alternative Methods for Applying

1. Submit your answers via telephone (long distance charges may apply): 

a. Dial 1-478-757-3135 

b. Listen and follow the instructions 

c. Enter Vacancy ID Number: 23198064 (Note: number appears different than elsewhere in this vacancy announcement to enable telephone application system to process your application) 

d. Enter your Social Security Number 

e. Some questions require a yes or no answer. Enter 1 for Yes; 2 for No 

f. Follow the instructions under "Instructions for answering the questions in the Occupational Questionnaire" for the rest of the items. To record your responses to the occupational questions, you must use the numbers on the telephone keypad by selecting 1 for A; 2 for B; 3 for C; 4 for D; 5 for E, etc. When you have finished entering your responses to the questions, you will be given a chance to review and correct your responses. 

OR 
2. Submit your answers via paper application Form C (OPM Form 1203-FX): Paper application forms are available to those who are unable to complete the on-line application or telephone application process. Please apply on-line or by telephone, if possible. Using paper application forms may delay the processing of your application. 

NOTE: If you wish to select more locations than the OPM Form 1203-FX will accommodate, include a separate page with your application materials listing your name, Social Security Number, the Vacancy Identification Number PH198064, and the additional location codes for which you wish to be considered. 

To obtain the Form C (OPM Form 1203-FX) on the web, you can: 

Print the form from http://www.opm.gov/forms/pdf_fill/OPM1203fx.pdf
Note: You can also obtain this form from the Office of Personnel Management (OPM) main web page. The OPM main web page is located at http://www.opm.gov 
Click on these links: Site Index; Forms; Office of Personnel Management (OPM) Forms; and finally OPM 1203 FX.
OR 
To obtain the form by phone via USAJOBS, follow these steps:
1. Call USAJOBS by Phone at (703)724-1850

2. After the introductory message, press 1 to begin
3. At the main menu, select 3 to request forms and then 1 to begin recording
4. At the prompt, enter your zip code
5. At the next prompt, ask for Form C (OPM Form 1203-FX)
6. At the next prompt, record your name, address and telephone number
7. The system will allow you to review and change your request, address and telephone. When you are ready, press 3 to save your request. The form will be mailed to you. 
To complete the paper Form C, follow the instructions under "Instructions for answering the questions in the Occupational Questionnaire." Be sure to enter your Social Security Number and the Vacancy Identification Number PH198064 at the top of each of the six pages of the form.
Mail the completed Form C to us at the address listed in the paragraph "How to Submit your Resume and Other Application Materials" above. 
ALL APPLICANTS ARE CONSIDERED WITHOUT REGARD TO RACE, RELIGION, COLOR, NATIONAL ORIGIN, SEX, POLITICAL AFFILIATION, AGE (WITH AUTHORIZED EXCEPTIONS) OR ANY OTHER NONMERIT FACTOR.
