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OUTREACH NOTICE
USDA-FOREST SERVICE

Mendocino National Forest

Supervisor’s Office 
Willows,  CA

Administrative Support Assistant
The USDA Forest Service Pacific Southwest Region is currently in the process of outreaching for a GS-0303 Administrative Support Assistant 4/5/6 position located on the Mendocino National Forest in Willows, CA.  While the vacancy announcement for this job is not posted yet, the Forest Service wanted to apprise you of this position that will be advertised. The vacancy announcement for these positions will be posted at https://www.usajobs.gov/.
If you are interested in this opportunity, please let us know by returning the attached outreach response form and resume by September 4, 2014.  

For further information on this position, please contact:
Jessica Roosevelt

Administrative Officer




Mendocino National Forest





Supervisor’s Office




825 N Humboldt Ave





Willows, CA 95988






Phone:  530-934-1117 (Office)





E-mail: jroosevelt@fs.fed.us

Duties:  
This position is located on a Forest Service Unit. The incumbent performs a variety of administrative and support type duties in such areas of administration as: procurement, property, human resources, budget, travel, reception duties, resource support services, and miscellaneous office and clerical services. This position works closely with professional, technical, and administrative staff, as well as the public. Has a thorough understanding of Forest Service regulations, procedures and processes governing administrative management functions and the organization’s structure and functions.

Duty Location:    Willows, CA
The Mendocino National Forest straddles the eastern spur of the Coastal Mountain Range in northwestern California, just a three hour drive north of San Francisco and Sacramento. Some 65 miles long and 35 miles across, the Forest's 913,306 federally owned acres of mountains and canyons offer a variety of recreational opportunities - camping, hiking, backpacking, boating, fishing, hunting, nature study, photography, and off-highway vehicle travel.

http://www.fs.fed.us/r5/mendocino/
Community Information:  
As the Glenn County seat, Willows is the center of a rich agricultural area situated in the Sacramento Valley, 90 miles north of Sacramento on Interstate 5, and only a 45 minute drive to reach the mountains to the west. The population is approximately 7,000 within the city limits and, in addition, there is a large and prosperous fringe area. As is the case in other valley communities, Willows experiences warm temperatures throughout the summer months. Winter temperatures rarely fall below freezing. 

LOCATION: The Mendocino National Forest Supervisor’s Office and Grindstone Ranger District are headquartered at 825 N. Humboldt Ave, Willows, CA. The Forest Staff, the administrative branch, and Grindstone Staff are located at the Forest Supervisor's Office. 

SCHOOLS: Willows has schools through all grades including Butte Community College extension courses. 

CHURCHES: Willows has churches representing almost every denomination, and social and business organizations that contribute to a well planned community. 

MEDICAL/HEALTH SERVICES: Glenn General Hospital 1133 W. Sycamore (530) 934-6461. This hospital includes an emergency room and clinic. The town of Chico (35 miles to the northeast), has two full service hospitals, urgent care centers, and numerous physicians in specialized areas.   There are various physicians, dentists, and chiropractors in the area.  The SunBridge Senior Center for those convalescing and needing personal care and Kennedy Senior Housing – independent living are available within Willows. 

HOUSING: At the present time houses are available. Prices range from $125,000 to $350,000 in most cases. Rentals range from $700 to $1500 per month. 

TRANSPORTATION: Local taxi service and County subsidized bus transportation between Willows/Orland/Chico available. Amtrak services are available in Chico. 

CHILD CARE: Licensed day care available, some provide preschool. Preschools are also available. 

RECREATION INFORMATION: The Willows area is famous for good duck, pheasant, dove and quail hunting. Located eight miles south of Willows, is the Sacramento National Wildlife Refuge that provides walking and auto tours - always a pleasant experience. California State University-Chico and Butte College offer many additional recreation attractions in sports and entertainment areas. 

There is a public swimming pool at the City Park on Laurel Street. Parks in Willows provide play equipment for children, baseball fields, horseshoe areas, picnic tables and barbecue pits. There is an exercising par-course at the park on Sycamore Street, tennis courts are available and a skating park. There are two health clubs, which offers a variety of weight equipment and exercise programs. 

Annually in May, Willows holds a celebration called the "Lamb Derby" where a talent show is held at the Memorial Hall. A parade is held on Saturday followed by a lamb barbecue at the park. Many other activities are scheduled during the week for wholesome family fun. 

Opus Theater offers three separate movie cinemas featuring newly released movies and video rentals.  The Glenn County Theater Company based in Willows offers three to four plays/musical casting local talent each year. 

Annually in September, the Willows Chamber of Commerce hosts a Car Show, which encompasses a weekend of numerous activities, with approximately 400-600 cars on exhibit. 

There is a nine hole golf course located approximately five miles north of Willows. There is also Knowles Shooting Clays for the sporting clay enthusiast, which offers individual and competition for novelists as well as challenging courses for the professional.  Thunderhill Raceway SCCA is located approximately 5 miles west of Willows on Hwy 162. 

OUTREACH REPLY FORM

Return by September 4, 2014

USDA-FOREST SERVICE

 mendocino national forest
GS-0303-4/5/6 Administrative Support Assistant
RETURN RESPONSE FORM TO :



Jessica Roosevelt

Administrative Officer





Mendocino National Forest






Supervisor’s Office





825 N Humboldt Ave






Willows, CA 95988






Phone:  530-934-1117 (Office)





E-mail: jroosevelt@fs.fed.us


NAME: ______________________________________________________________________

E-MAIL ADDRESS: ___________________________________________________________

MAILING ADDRESS: __________________________________________________________

TELEPHONE NUMBER: _______________________________________________________

AGENCY EMPLOYED WITH:   ______USFS     _____BLM    ______OTHER_________

TYPE OF APPOINTMENT:        ______PERMANENT   _____ TEMPORARY    _____ TERM

                                                    ______ VRA                 _____ PWD                  _____ OTHER

CURRENT REGION/FOREST/DISTRICT: _______________________________________________

CURRENT SERIES AND GRADE IF APPLICABLE:_______________________________________

CURRENT POSITION TITLE: _________________________________________________________

WHERE DID YOU HEAR ABOUT VACANCY/OUTREACH?________________________________

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                                      

 ____ DISABLED VETERANS W/30% COMPENSABLE DISABILITY

 ____VETERANS EMPLOYMENT OPPORTUNITIES ACT OF 1998

____ FORMER PEACE CORPS VOLUNTEER

 ____ VETERANS READJUSTMENT                                      

____ STUDENT CAREER EXPERIENCE PROGRAM

 ____OTHER ___________________________

This outreach form does not constitute an application.  The vacancy announcement will appear on the USAJOBS website:  www.usajobs.gov/
Submission of this form is voluntary, but is encouraged.  Please submit resume.
Thank you for your interest!
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