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Mendocino National Forest

Willows, California

Administrative Management Specialist, GS-0301-9
DESCRIPTION OF THE DUTIES ASSOCIATED WITH THIS POSITION:

Participates in Forest Leadership Team meetings and conferences, identifying and tracking topics requiring discussion and decision, follows up to ensure commitments made at meetings are completed, provides advice and guidance information of a factual nature regarding topics of discussion.  Interprets established and pertinent regulations and organizational policies, management principles, and administrative rules.  Schedules and prepares conferences, taking care of items such as location, agenda, background material, and attendance list.

The position coordinates activities surrounding scheduling of appointments and meetings, maintenance of the administrative record, and budget coordination for the project.  The position represents the Forest Supervisor on highly controversial and confidential matters, maintains office continuity, performs special project assignments, facilitates overall internal and external communication and coordination for the Forest Supervisor and his/her staff.  Serves as a unit point of contact for a wide range of human resources related issues.

Screens incoming mail including correspondence, directives and publications.  Determines those that can be acted upon personally and takes necessary action.  Routes material of important or technical nature to supervisor or appropriate staff for action and/or reply and brings supervisor's attention to significant matters.  When necessary, uses initiative to obtain clarification of instructions from originating offices. 

Maintains status on incoming and outgoing material and initiates follow-up to ensure timely reply. Keeps supervisor and/or subordinate staff advised of approaching deadline dates.  Reviews outgoing correspondence submitted to supervisor for signature to assure completeness and proper format, grammar, etc.

Provides confidential services for the Forest Supervisor on a broad range of controversial resource and personnel matters.  Personally communicates with internal and external sources to gather data on various topics.  Prepares confidential and personal correspondence for the Forest Supervisor.

Specific questions regarding the position can be addressed to Jessica Roosevelt at (530) 934-1117 or by email at jroosevelt@fs.fed.us 

For information about the Mendocino National Forest go to http://www.fs.fed.us/r5/mendocino/
For information about the Willows area go to http://www.glenncounty.com
If interested in this opportunity, complete the attached form.
Please respond by September 4, 2014 – attach your resume
OPTIONAL -- RESPONSE FORM

Pacific Southwest Region, USDA Forest Service

Mendocino National Forest

GS-301-9
Administrative Management Specialist
Duty Location: Willows, CA

If you are interested in this opportunity, please let us know by returning the reply form before September 4, 2014.  Send your response form and resume to:

Jessica Roosevelt 
Phone:  (530) 934-1117                        
Email: jroosevelt@fs.fed.us 
NAME:  ____________________________   E-MAIL ADDRESS_________________

MAILING ADDRESS:  __________________________________________________

TELEPHONE NUMBER:  _____________________________________

AGENCY EMPLOYED WITH:  USFS ____    BLM ____ OTHER ____

INTERESTED IN A DETAIL? ____YES    _____NO

TYPE OF APPOINTMENT IF CURRENT GOVERNMENT EMPLOYEE:

_____ PERMANENT _____TEMPORARY _____ TERM

_____ VRA    _____ PWD    _____ OTHER

CURRENT REGION/FOREST/DISTRICT (IF APPLICABLE):_______​​​​​​​​​​​​​​________________

CURRENT SERIES AND GRADE (IF APPLICABLE______________________________

CURRENT POSITION TITLE:  ____________________________________________

How did you hear about this position? Organization Name_____________________

Agency Contact____________________ Other_____________________________

IF NOT A CURRENT PERMANENT (CAREER OR CAREER CONDITIONAL) EMPLOYEE, ARE YOU ELIGIBLE TO BE HIRED UNDER ANY OF THE FOLLOWING SPECIAL AUTHORITIES:

_____ PERSON WITH DISABILITIES

_____ VETERANS READJUSTMENT

_____ DISABLED VETERANS W/30% COMPENSABLE DISABILITY

_____ VETERANS EMPLOYMENT OPPORTUNITIES ACT OF 1998

_____ FORMER PEACE CORPS VOLUNTEER

_____ STUDENT CAREER EXPERIENCE PROGRAM

_____ OTHER ________________________________________________

Remember to submit your resume along with this form if interested in the Detail
