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Job  Tit le: SPECI AL ASSI STANT

Departm ent : Departm ent  Of Hom eland Security

Agency: Custom s and  Border  Protect ion

Job  Announcem ent  Num ber: MHCDE- 698118- MJH

SALARY RANGE: $74,872.00 to  $115,742.00  /  Per  Year

OPEN  PERI OD: Monday,  Decem ber  03,  2012 to  Friday,  Decem ber  07,  2012

SERI ES &  GRADE: GS- 0301- 12/ 13

POSI TI ON I NFORMATI ON: Full  Tim e -  Perm anent

PROMOTI ON  POTENTI AL: 13

DUTY LOCATI ONS: 1 vacancy in the following locat ion:

Washington DC, DC United  States View  Map

W HO MAY APPLY: United  States Cit izens

JOB SUMMARY:

Custom s &  Border  Protect ion ( CBP) :   Securing  Am erica's Borders

Do you desire to  protect  Am erican interests and  secure our Nat ion  while  building a m eaningful  and

rewarding  career?  I f  so, the Departm ent  of  Hom eland Security  (DHS)  is calling.   DHS com ponents work

collect ively  to  prevent  terror ism ,  secure borders,  enforce and  adm inister  im m igrat ion laws, safeguard

cyberspace and  ensure resilience to  disasters.   The vitality  and  m agnitude of  this m ission is achieved  by

a diverse workforce spanning hundreds of  occupat ions.   Make an im pact ;  join  DHS.

Discover  a  challenging  and  rewarding  career in CBP,  the sole organizat ion  responsible for  securing the

nat ion's borders.   At  U.S.  Custom s and  Border  Protect ion,  we:

Screen passengers,  vehicles,  and  shipm ents enter ing  our count ry

Seize illegal  narcot ics,  vehicles,  and  agricultural  products

Prevent  unauthorized ent ry  into the count ry

Rescue individuals who fall  into dangerous condit ions t raversing  our border

For  m ore inform at ion  about  CBP's m ission,  act ivit ies,  and  careers,  please see ht tp: / / www.cbp.gov/ .

This posit ion  will allow you to  ut ilize your  expert ise in various adm inist rat ive skills to  provide project -

related,  advisory and  technical  services to  CBP m anagem ent .   Apply  for  this excit ing opportunity  to

st rengthen  the Departm ent ’s abilit y  to  perform  hom eland  security  funct ions by  developing,  analyzing

and  advising internal adm inist rat ive policies,  procedures,  and  m anagem ent  processes of  the office.This

position starts at a salary of $74,872.00 with a promotion potential to $115,742.00.

W ho May  Apply:  Open to  all U.S.  Cit izens.   I ndividuals who are eligible under a  Special Appoint ing

Authority  should refer  to  the “Special  Appoint ing  Authority”  paragraph in the”  Other”  Sect ion  of  this

vacancy announcem ent .

Status candidates m ay also  appy  to  MHCMP- 698380- MJH

For  definit ions of  term s found  in this announcem ent ,  please see 

ht tp: / / www.dhs.gov/ xabout / careers/ gc_1303762131481.shtm .

Organizat ional Locat ion:   This posit ion  is located within  U.S.  Custom s and  Border  Protect ion,  Office of
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Field  Operat ions, Office of  the Assistant  Com m issioner,  Washington,  DC. One or  m ore select ions m ay be

m ade using  this job opportunity  announcem ent .

KEY REQUI REMENTS

You  m ust  be a U.S.  Cit izen to  apply  for  this posit ion

You  m ay be required  to  successfully  com plete  a background invest igat ion

Males born  after  12/ 31/ 1959 m ust  be registered with  Select ive Service

Prim ary U.S.  residency  for  the last  three years (see "Other  I nform at ion")

DUTI ES:

I n  this posit ion,  you will st rengthen  the Departm ent 's abilit y  to  perform  hom eland  security  funct ions by

becom ing  a valuable m em ber  of  a  team  of  adm inist rat ive professionals.  Typical  work  assignm ents

include:

Advising on adm inist rat ive m anagem ent  m at ters associated  with  program s and  operat ions

Developing  long- range m anagem ent  plans and  policy  guidance on the m anagem ent  of  all types of

com m unicat ions

Assist ing  with  the coordinat ion  for  addit ional resources and  working closely  with  others on

com prehensive short - range and  long- range plans

Evaluat ing  and  analyzing  m ult i- funct ional  program s, funct ions,  and  organizat ions

QUALI FI CATI ONS REQUI RED:

GS- 1 2 : You  qualify  at  the GS- 12  level if  you possess one (1)  year  of  specialized

experience including serving as an advisor  on all adm inist rat ive requirem ents and  policies;

part icipat ing  in the developm ent  and  im plem entat ion  of  adm inist rat ive m anagem ent  policies;

providing  analysis and  advice on com plex  program  issues;  applying analyt ical  and  evaluat ive

m ethods to  issues concerning the product ivity,  efficiency  and  effect iveness of  program  operat ions.

GS- 1 3 : You  qualify  at  the GS- 13  level if  you possess one (1)  year  of  specialized

experience including analyzing  and  interpret ing policy  and  regulatory  decisions to  develop program

plans;  applying a wide range of  analyt ical  m ethods to  address substant ive program m at ic problem s

character ized by  com plex,  cont roversial and/ or  sensit ive issues;  negot iat ing effect ively  with

m anagem ent  to  accept  and  im plem ent  recom m endat ions on significant  program  or  policy  issues;

and  applying a knowledge of  relevant  laws, policies,  regulat ions and  precedents to  the

adm inist rat ion of  one  or  m ore im portant  public program s.

You  m ust  m eet  all qualificat ion requirem ents,  subject  to  verificat ion at  any stage of  the applicat ion

process,  by  Friday,  Decem ber  07,  2012

 

HOW  YOU  W I LL BE EVALUATED:

We will review your  resum e and  support ing  docum entat ion to  ensure you m eet  the basic qualificat ion

requirem ents.   I f  you m eet  the m inim um  qualificat ions,  we will use an online self- assessm ent

qust ionnaire to  place you in one of  three categories based on your  experience, educat ion, and  t raining.  

The knowledge,  skills,  and  abilit ies needed to  perform  this job are:

Analyt ical  and  evaluat ive abilit y  to  im prove the efficiency  and  effect iveness of  program  operat ions

Knowledge of  pert inent  laws, regulat ions,  and  policies and  of  m ajor  issues,  program  goals and

object ives,  and  adm inist rat ive operat ions

Abililit y to  adapt  analyt ical  techniques and  evaluat ion  cr iter ia  in order  to  im prove program

effect iveness and  product ivity

I f  you m eet  the m inim um  qualificat ions,  you will be placed in one of  the following categories:

Best  Qualified :   Applicants possessing  a background that  dem onst rates a superior  level of  all

evaluat ion  cr iter ia.

W ell- Qualified :   Applicants possessing  a background that  dem onst rates a sat isfactory  level of

the evaluat ion  cr iter ia.

Qualified :   Applicants possessing  the basic qualificat ions,  with  general knowledge,  skills,  and

abilit ies.

I f  you are best  qualified,  you m ay be referred to  the hir ing  m anager  for  considerat ion  and  m ay be called

for  an interview.   To preview  the job quest ionnaire,  see View  Occupat ional  Quest ionnaire
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Agency  Career  Transit ion  Assistance Program  ( CTAP)  or  the I nteragency  Career  Transit ion

Assistance Program  ( I CTAP)  Eligibles:   I f  you have never  worked for  the Federal  governm ent ,  you

are not  CTAP/ I CTAP eligible.   I nform at ion  about  I CTAP or  CTAP eligibilit y  can  be found  at :   

ht tp: / / www.opm .gov/ Reduct ion_I n_Force/ em ployee_resources/ ctap/ Em ployee-Guideline_CTAP.asp# 3a.   To be

considered  well  qualified under CTAP/ I CTAP,  you m ust  be placed in the Well- Qualified category  for  this

posit ion,  as described above.   I n  addit ion,  you m ust  subm it  the support ing  docum ents listed  in the

"Required  Docum ents"  sect ion of  this announcem ent .

Veterans :   Veterans with  5  point  preference who m eet  the eligibilit y  and  qualificat ion requirem ents are

placed above non- preference eligibles within  the category  in which they  qualify.   Veterans who have a

com pensable service- connected disabilit y  of  at  least  10%  are listed  in the best  qualified category,  except

when  the posit ion  being filled is scient ific or  professional  at  the GS- 09  grade level or  higher.   This

posit ion  is not  considered  scient ific/ professional.   For  inform at ion  on veterans'  preference,  please see:   

ht tp: / / www.fedshirevets.gov/ index.aspx

BENEFI TS:

DHS offers com pet it ive  start ing  salar ies and  an at t ract ive benefits package,  including:  health

insurance,  Thrift  Savings Plan  (sim ilar  to  a  401(k) ) ,  Flexible Spending  Account ,  ret irem ent

plan, life and  long- term  care insurance,  Em ployee Assistance Program ,  personal  leave days and  paid

Federal  holidays.  Other  benefits m ay include:  flexible work  schedules,  telework,  tuit ion  reim bursem ent ,

t ransportat ion subsidies,  uniform  allowance,  health  and  wellness program s, and  fitness centers.   DHS is

com m it ted  to  em ployee developm ent  and  offers a  variety  of  em ployee t raining  and  developm ent

opportunit ies.   For  m ore inform at ion,  go to  www.dhs.gov/ careers  and  select  "Benefits" .

OTHER I NFORMATI ON:

Residency:   I f  you are not  current ly a  CBP em ployee,  you m ust  m eet  one or  m ore of  the following

prim ary residency  cr iter ia  for  the last  three years pr ior  to  applying to  this announcem ent :

1 .  Resided  in the United  States or  its protectorate or  terr itor ies (excluding short  t r ips abroad,  such as

vacat ions) ;

2 .  Worked for  the United  States governm ent  as an em ployee overseas in a  federal or  m ilitary

capacity;  or

3.  Been  a dependant  of  a  United  States federal or  m ilitary  em ployee serving overseas.

Except ions m ay be granted if  you provide com plete  state- side coverage inform at ion  regarding

part icipat ion in "Study  Abroad"  program s, overseas church  m issions,  or  state- side addresses of  anyone

who worked or  studied with  you overseas.  You  m ust  provide inform at ion  and  related  docum entat ion at

the t im e of  applicat ion.

Special  Appoint ing  Authority:   Veterans,  m ilitary  spouses,  Peace Corps/ VI STA volunteers,  and  people

with  disabilit ies possess a wealth of  unique talents,  experiences,  and  com petencies that  can  be

invaluable to  the DHS m ission.  I f  you are a m em ber  of  one  of  these groups,  you m ay not  have to

com pete with  the public for  federal jobs.   To determ ine your  eligibilit y  and  to  understand  what

docum entat ion would be required  with  your  applicat ion,  please click  on the appropriate link  below.  

Veterans:   ht tp:/ / w w w .fedshirevets.gov/ index.aspx

Military spouse:   ht tp:/ / w w w .fedshirevets.gov/ job/ sham s/ index.aspx

I ndividuals w ith Disabilit ies:   ht tp:/ / w w w .opm .gov/ disability/ PeopleW ithDisabilit ies.asp

Peace Corps/ VI STA and other  m iscellaneous hir ing authorit ies:  

ht tp: / / www.opm .gov/ hr_pract it ioners/ lawsregulat ions/ appoint ingauthorit ies/

Separate referral  lists m ay be generated  for  applicants eligible to  be appointed under a  non- com pet it ive

special appoint ing authority.   You  m ust  provide docum entat ion support ing  your  eligibilit y  pr ior  to  the

closing date of  this announcem ent  (please see "Required  Docum ents") .   I f  you have any quest ions

regarding your  eligibilit y,  please contact  the Hum an  Resources Specialist  listed  at  the end  of  this job

opportunity  announcem ent .

Background  I nvest igat ion:   To ensure the accom plishm ent  of  our m ission,  CBP requires every

em ployee to  be reliable and  t rustworthy.   To m eet  those  standards,  selected applicants m ay be required

to  undergo,  and  m ust  successfully  pass,  a  background invest igat ion for  placem ent  into this posit ion.  

This m ay include a polygraph  exam inat ion,  a  review of  financial issues,  and  disclosure regarding cr im inal

offenses and  illegal  use or  possession  of  drugs.

Posit ions with  known prom ot ion potent ial do not  guarantee prom ot ion,  nor is the prom ise of  prom ot ion
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im plied.

This posit ion  is not  covered under the bargaining unit .

Probat ionary  Period:   All em ployees new to  the federal governm ent  m ust  serve a one year

probat ionary period during the first  year  of  his/ her  init ial perm anent  federal appointm ent  to  determ ine

fitness for  cont inued em ploym ent .   Current  and  form er  federal em ployees m ay also  be required  to  serve

or  com plete  a probat ionary period.

CBP uses E- Verify  to  validate all newly hired applicants'  abilit y  to  work  legally  in the United  States.   To

learn  m ore about  E- Verify,  please follow  this link:   

ht tp: / / www.uscis.gov/ files/ nat ivedocum ents/ e-ver -em ployee- r ights,pdf .

Relocat ion  expenses w ill  not  be paid.   To com pare cost  of  liv ing  data, calculate m ortgage scenarios,  or

gather  inform at ion  on com m unit ies and  school dist r icts,  please visit  the website:   

http://www.relocationessentials.com/aff/lifecare/tools/salary/col.aspx

Please view the video “Protecting America 24/7” to learn more about CBP’s Office of Field Operations: 

http://cbpapps.cbp.dhs.gov/ofo/2011/protecting_america/pro_america.wmv

Follow U.S.  Custom s and  Border  Protect ion on Twit ter  @Custom sBorder

HOW  TO APPLY:

To begin your  online applicat ion,  click  the "Apply  Online"  but ton  and  follow  the prom pts to  register  or

sign into Applicat ion  Manager.   Your  applicat ion  packet  m ust  include a com pleted assessm ent

quest ionnaire,  a  resum e,  and  any applicable  and/ or  required  support ing  docum entat ion.   Please see the

"Required  Docum ents"  sect ion below  for  addit ional inform at ion.   All applicat ion  m aterials,  including

t ranscripts,  m ust  be in English.

We st rongly encourage you to  apply  online.   I f  you cannot  apply  online,  you m ay fax  your  resum e,

assessm ent  quest ionnaire,  and  support ing  docum ents to  ( 4 7 8 )  7 5 7 - 3 1 4 4 .   You  m ust  pr int  a  copy  of

and  docum ent  your  responses to  the assessm ent  quest ionnaire View  Occupat ional  Quest ionnaire using

OPM Form  1203- FX ht tp: / / www.opm .gov/ Form s/ pdf_fill/ OPM1203fx.pdf,  and  the official  fax  cover sheet :   

ht tp: / / staffing.opm .gov/ pdf/ usascover.pdf .   Please include job opportunity  announcem ent  I D 698118 and

provide your  SSN, nam e, and  address using  the exact  nam e you used when  you filled out  the

quest ionnaire.   I f  you have uploaded docum ents into Applicat ion  Manager,  you do not  need to  fax  those

sam e docum ents.

Applicat ions and support ing  docum entat ion  w ill  not  be  accepted  by  m ail or  em ail.   The address

below  is for  inquir ies only.   You  m ay apply  m ore than  once,  but  the m ost  recent  applicat ion  is the only

one that  will be used.  You  m ust  subm it  your  resum e,  your  online  quest ionnaire,  and any

support ing  docum ents by  1 1 :5 9  Eastern  Standard  Tim e on  Fr iday,  Decem ber  07,  2012 

 

REQUI RED  DOCUMENTS:

Your  resum e:   A resum e describing  your  job- related  qualificat ions is required  and  m ust  be in

English.   I t  m ust  contain your  full  nam e, address,  phone num ber, and  a detailed descript ion of  your

dut ies and  the dates you perform ed them  (MM/ DD/ YY) ,  as well  as your  work  schedule and  salary.

Your  responses to the job  quest ionnaire

Are  you  claim ing  special pr ior ity  select ion  r ights under  the Agency  Career  Transit ion

Assistance Program  ( CTAP)  or  the I nteragency  Career  Transit ion  Assistance Program

( I CTAP) ?  You  m ust  subm it  a  separat ion  not ice;  SF- 50B;  a  current  (or  a  last )  perform ance rat ing

of  record  of  at  least  fully  successful  or  equivalent ;  an agency cert ificat ion  that  you cannot  be placed

after  injury com pensat ion has been  term inated;  an OPM not ificat ion that  your  disabilit y  annuity  has

been  term inated;  or  a  Military  Departm ent  of  Nat ional Guard Bureau not ificat ion that  you are

required  under 5  U.S.C.  8337(h)  or  8456.

Are  you  a  veteran?  To apply  veteran's preference you m ust  subm it  the following proof  of

eligibilit y:

Five Point  Preference:   DD 214 (Mem ber  Copy  4)

Ten  Point  Preference:   DD 214 (Mem ber  Copy  4)  and  support ing  docum entat ion as listed  on the

Standard  Form  15  (applicat ion for  10 - Point  Veteran's Preference) .  Click  this link  for  a  copy  of  the

Back  to  top
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SF- 15:  ht tp: / / www.opm .gov/ form s/ pdf_fill/ SF15.pdf .   Veteran's with  a  service- connected disabilit y

m ust  also  subm it  a  VA Disabilit y  Award let ter  dated  1991 or  later.

I f  you are current  serving on act ive duty:   A statem ent  of  service from  your  unit  ident ifying  the

branch  of  service,  period(s)  or  service,  cam paign  badges or  expedit ionary m edals earned,  and  the

date you will be separated or  be on approved  term inal  leave.   I f  you supply  a  statem ent  of  service

at  this stage,  your  preference will be verified by  a DD 214 (Mem ber  Copy  4)  upon separat ion  from

the m ilitary.

For  m ore inform at ion  about  veteran's preference,  please click  this link:   

ht tp: / / www.opm .gov/ em ploy/ veterans/ htm l/ vetguide.asp.   Please upload  veterans docum ents under

m iscellaneous docum ents. I t  is your  responsibility  to verify  that  any  inform at ion entered,

uploaded,  or  faxed  is received  and is accurate.   Hum an  Resources will not  m odify  or  change any

part  of  your  applicat ion.   I f  a  docum ent  is not  legible,  you will not  be able  to  view  it  in Applicat ion

Manager and  you m ust  again upload  or  fax  it  by  the closing date. 

AGENCY CONTACT I NFO:

W HAT TO EXPECT NEXT:

Once the job opportunity  announcem ent  has closed,  we will assess your  experience and  t raining,

ident ify  the best  qualified applicants,  and  refer  those  applicat ions to  the hir ing  m anager  for  further

considerat ion  and  interviews.  You  will be not ified  by  em ail after  each  of  those  steps has been

com pleted.  Your  status will also  be updated  on USAJOBS throughout  the process.   To check  your  status,

log  on to  your  USAJOBS account ,  click  on "Applicat ion Status"  and  then  click  "More I nform at ion".  I f  you

are referred, you will receive a final not ificat ion of  the disposit ion  of  the announcem ent .   We expect  to

m ake a tentat ive job offer within  60  days after  the close of  the announcem ent .   I f  you are selected,  we

m ay conduct  a  suitabilit y/ security  background invest igat ion.
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