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Job  Tit le: Forensic Docum ent  Analyst

Departm ent : Departm ent  Of The Treasury

Agency: Office of  the I nspector General for  Tax Adm inist rat ion

Job  Announcem ent  Num ber: 13 - TI GTA- 015P

SALARY RANGE: $89,033.00 to  $115,742.00  /  Per  Year

OPEN  PERI OD: Wednesday,  Decem ber  12,  2012 to  Wednesday,  Decem ber  26,

2012

SERI ES &  GRADE: GS- 1397- 13

POSI TI ON I NFORMATI ON: This posit ion  is on a full - t im e work  schedule.  -  This is a

Perm anent  Appointm ent .

PROMOTI ON  POTENTI AL: 13

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

Beltsville,  MD, US View  Map

W HO MAY APPLY: U.S.  cit izens;  no pr ior  Federal  experience is required.  Current

perm anent  Federal  em ployees in com pet it ive  posit ions,  form er

Federal  em ployees who have reinstatem ent  eligibilit y,  and

individuals who are eligible to  apply  under special appoint ing

authorit ies m ay wish to  apply  for  this sam e vacancy under

vacancy announcem ent  13 - TI GTA- 014.  Please refer  to  that

vacancy announcem ent  for  details on eligibilit y  and  how to  apply.

JOB SUMMARY:

As a Forensic Docum ent  Exam iner  in the Forensic Docum ent  Laboratory,  you will be a recognized  expert

in forensic docum ent  exam inat ion  that  involves the scient ific exam inat ion  of  handwrit ing,  typewrit ing,

pr int ing, ink,  paper,  or  any other physical  aspect  of  a  docum ent  for  the purpose of  resolving various

legal  quest ions asked  about  docum ents.   You  service the Treasury I nspector General for  Tax

Adm inist rat ion Special Agents in the Office of  I nvest igat ion and  occasionally  other agencies,  e.g.,

I nspector General Offices.

TI GTA's m ission is to  provide audit  and  invest igat ive services that  prom ote econom y,  efficiency, and

integrity  in the adm inist rat ion of  Federal  tax  laws. We detect  and  deter  waste,  fraud and  abuse in I RS

program s and  operat ions and  protect  I RS against  external  at tem pts to  corrupt  or  threaten  its

em ployees. We provide independent  oversight  to  the Treasury Departm ent  on m at ters involving  I RS

act ivit ies,  the I RS Oversight  Board,  and  the I RS Office of  Chief  Counsel.

Key  I nform at ion:

We offer opportunit ies for  telework.

We offer opportunit ies for  flexible work  schedules.

Law Enforcem ent  Availabilit y  Pay  com pensates for  unscheduled duty.

Click "Print  Preview "  to review  the ent ire  announcem ent  before  applying.

KEY REQUI REMENTS

Overview Dut ies Qualificat ions & Evaluat ions Benefits & Other  I nfo How  to  Apply
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DUTI ES:

As a Forensic Docum ent  Analyst ,  you will:

Perform  all types of  docum ent  ident ificat ion  and  exam inat ion  to  ensure professional  t reatm ent  of

the evidence and  related  problem s.

Receive evidence;  m aintains the integrity  of  the evidence and  the com plete  chain of  custody;

t ransports and  safeguards any evidence to  be used in t rail,  hearings,  etc.

Conduct  com prehensive applied  research projects to  m odify  exist ing applicat ions,  develop new and

m ore effect ive m ethodology  for  the exam inat ion  of  highly  com plex  or  unusual  sam ples of  evidence,

enhance the ident ificat ion  process,  and  aid I nspectors in the detect ion of  docum entary  fraud.

Perform  and  com pletes laboratory exam inat ions using  visual,  m icroscopic,  photographic,  elect ronic

im agery  and  chem ist ry  techniques;  carefully  interprets and  evaluates the results obtained  to

determ ine validity,  scient ific significance,  and  evident iary  value to  provide the m axim um

inform at ion  with  available evidence.

Furnish  deposit ions or  test ifies in a  court  of  law  or  before other determ iners of  fact  in support  of

findings and  expert  opinions and  defends test im ony under cross- exam inat ion.

QUALI FI CATI ONS REQUI RED:

I n  order  for  your  applicat ion  to  be considered,  you m ust  m eet  the following requirem ents by

the closing date of  this announcem ent :

You  m ust  have one year  of  specialized  experience at  a  level of  difficulty  and  responsibilit y  equivalent  to

the GS- 12  grade level in the Federal  service.    Specialized  experience at  this level is defined as:

experience working independent ly  and  having  technical  experience with  exam ining  docum ents such

handwrit ing  analysis,  com paring  typewrit ten m aterial and  conduct  research and  techniques in a

laboratory set t ing.

HOW  YOU  W I LL BE EVALUATED:

Your  applicat ion  includes your:

1 .  Resum e,

2.  Responses to  the online quest ions, and

3.  Required support ing  docum ents.

We use a m ult i- step process to  evaluate and  refer  applicants:

1 .  Minim um  Requirem ents: Your  applicat ion  m ust  show that  you m eet  all requirem ents,  including

the educat ion and/ or  experience required  for  this posit ion.  You  m ay be found  "not  qualified"  if  you

do not  possess the m inim um  com petencies required  for  the posit ion.  I f  your  applicat ion  is

incom plete,  we m ay rate you as ineligible.

2 .  Rat ing:  Your  applicat ion  will be evaluated in the following areas:  Com m unicat ion,  Technical  and

Research.  Your  applicat ion  will be rated and  ranked am ong  others,  based on the extent  and  quality

of  your  experience, educat ion, t raining,  perform ance appraisals and  awards relevant  to  the dut ies

of  this posit ion.

3.  Referral:  I f  you are am ong  the top qualified candidates, your  applicat ion  m ay be referred to  a

select ing  official  for  considerat ion  and  possible interview.  I f  you are a displaced or  surplus Federal

em ployee (eligible for  the 

Career  Transit ion Assistance Plan  (CTAP) / I nteragency Career  Transit ion Assistance Plan  ( I CTAP) ) ,  you m ust

be assigned the m iddle category  or  bet ter  to  be rated as well  qualified to  receive special select ion

prior ity.

W e  recom m end that  you  preview  the online  quest ions for  this announcem ent  before  you  start

the applicat ion  process.  

To preview  quest ions please  click  here.

BENEFI TS:

We offer a  workplace that  is respect ful,  fair ,  and  values diversity.  Our  com prehensive benefits

are very  generous -  helping you to  reach  your  personal  goals by  support ing  your  professional

growth,  health, well- being,  and  your  fam ily  needs. Our  benefits package includes:

Challenging  work,  opportunit ies for  advancem ent ,  com pet it ive  salar ies,  bonuses and  incent ive

awards;

Ten  paid  holidays, 13  days of  sick leave,  and  13  to  26  days of  vacat ion t im e each  year;
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Access to  insurance program s that  m ay be cont inued after  you ret ire;

A wide choice of  health  insurance plans,  coverage for  pre- exist ing condit ions,  and  no wait ing

periods.  We pay a substant ial am ount  (up to  75% )  of  the health  insurance prem ium s.  

Learn m ore about  Federal  benefits program s at :

ht tp: / / www.usajobs.gov/ ResourceCenter/ I ndex/ I nteract ive/ Benefits# icc

OTHER I NFORMATI ON:

We m ay select  from  this announcem ent  or  any other source to  fill  one  or  m ore vacancies.

We will not  pay relocat ion  expenses.

This is a  non- bargaining designated posit ion.

CONDI TI ONS OF EMPLOYMENT:  I f  selected for  this posit ion,  you will be required  to:

Com plete a one- year  probat ionary period (unless already  com pleted) .

Com plete a Declarat ion for  Federal Em ploym ent  to  determ ine your  suitabilit y  for  Federal  em ploym ent .

I f  you are a m ale applicant  born  after  Decem ber  31,  1959, cert ify  that  you have registered with  

Select ive Service System  or  are exem pt  from  having  to  do so.

Have your  salary  sent  to  a  financial inst itut ion  of  your  choice by  Direct  Deposit / Elect ronic Funds

Transfer

Travel  locally  and/ or  overnight  approxim ately  1  to  5  days per  m onth.

Obtain and  use a Governm ent - issued  charge card  for  business- related  t ravel.

Undergo an incom e tax  verificat ion.

Successfully  com plete  a background invest igat ion.

Go through  a Personal  I dent ity  Verificat ion (PI V)  process that  requires two form s of  ident ificat ion

from  the Form  I - 9  ht tp: www.uscis.gov/ files/ form / i-9.pdf ) .  Federal  law  requires verificat ion of  the

ident ity  and  em ploym ent  eligibilit y  of  all new hires in the U.S.

For  inform at ion  regarding TI GTA's Reasonable Accom m odat ion  and  Equal  Em ploym ent  Opportunity

Policies,  please click  on the following link:  ht tp: / / www.t reasury.gov/ t igta/ im portant .shtm l# 8

HOW  TO APPLY:

The following inst ruct ions out line our applicat ion  process.  You  m ust  com plete  this applicat ion  process

and  subm it  any required  docum ents by  11: 59 p.m . Eastern Tim e (ET)  on the closing date of  this

announcem ent .  We are available to  assist  you during business hours (norm ally  8: 00  a.m .  -  5: 00  p.m .,

Monday -  Fr iday) . I f  applying online poses a hardship,  please contact  us by  noon ET on the

announcem ent 's closing date.

I f  you are experiencing system  issues with  your  applicat ion,  please contact  the CareerConnector  Help

Desk at  careerconnectorhelp@treasury.gov  and/ or  the USAJobs Help Desk .

Treasury provides reasonable accom m odat ion  to  applicants with  disabilit ies on a case- by - case basis.

Please contact  us if  you require this for  any part  of  the applicat ion  and  hir ing  process.

Step  1  -  Create  or  Upload a  resum e  w ith USAJOBS ( www.usajobs.gov )  -  We suggest  you go to  the

end  of  the Qualificat ions & Evaluat ion sect ion of  the job announcem ent  to  preview  the online quest ions

that  you will answer  in Step 3. You  m ay need to  custom ize your  resum e to  ensure that  it  supports your

responses to  these quest ions. For  m ore resum e t ips click  here.  -  You  m ay create a resum e in USAJOBS

or  upload  one of  your  own choosing.  Although you m ust  enter  your  Social Security  Num ber (SSN)  for

USAJOBS, we will only  see the last  four  digits for  ident ificat ion  purposes.

Step  2  -  Apply  Online  Click  the "Apply  Online"  link  of  this announcem ent  and  then  select  the resum e

you wish to  subm it  with  your  applicat ion.  You  will be redirected to  the Departm ent  of  the Treasury's

CareerConnector  website to  com plete  the applicat ion  process.

Step  3  -  Answ er  the Online  Quest ions and Subm it  Your  Online  Applicat ion  I f  this is your  first

t im e on Treasury's CareerConnector  website,  you will be prom pted to  register  by  answering quest ions

related  to  your  eligibilit y  for  Federal  em ploym ent .  The system  will save these responses and  take you

back  to  the m ain screen so that  you can  answer  the job- specific quest ions. Select  "Take m e to  the

assessm ent"  and  click  on the "Cont inue"  but ton  to  answer  the job- specific quest ions. You  m ust  answer

all the quest ions and  click  the "Finished"  but ton.

Back  to  top
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Step  4  -  Review  and Confirm  Your  Subm ission  You  will now have the opt ion to  upload  a docum ent

or  pr int  fax  cover- sheets for  your  required  docum ents (see step 5 for  details) .  Once you click  "Done,"

you will see a sum m ary  of  your  applicat ion  for  your  review. You  m ay also  pr int  a  copy  for  your  records.

When  you click  "Finished"  at  the bot tom  of  the page,  you will then  be directed back  to  USAJOBS where

you can  confirm  that  your  applicat ion  has been  subm it ted  and  t rack  your  applicat ion  status.

Step  5  -  Subm it  Required Docum ents You  can  subm it  any required  docum ents (discussed below)  by

docum ent  upload  or  fax. Whichever  m ethod you choose,  please include the job announcem ent  num ber

with  your  docum ents.  To protect  your  pr ivacy, we encourage you to  rem ove your  SSN from  any

docum ents that  you subm it .  Docum ent  Upload:  You  m ay upload  support ing  docum ents in one of  two

ways:  1. Once you finish  answering the quest ions in the job announcem ent ,  you will be prom pted to

upload  your  docum ent (s)  to  your  applicat ion.  You  will be given the choice to  either  upload  the docum ent

as part  of  the applicat ion  process or  you can  select  a  docum ent  that  you've already  loaded on USAJOBS.

Or  2. You  can  upload  a docum ent  to  an exist ing applicat ion  by  logging into your  USAJOBS account

profile.  Click  on "My Applicat ions"  and  search for  the vacancy.  Once you have located the vacancy,  click

on the vacancy and  select  "Apply  Online."  Move through  your  exist ing applicat ion  to  the Docum ents

page and  select  Upload in order  to  add  a docum ent  to  your  applicat ion.  Be certain  to  review your

com plete  applicat ion  for  confirm at ion that  the docum ent  uploaded.  I n the Applicat ion  Review sect ion,

you m ay verify acceptance of  your  docum ents in CareerConnector  if  you see them  listed  on the "Vacancy

Docum ents"  screen. Then,  click  on "Finished"  to  be returned to  USAJOBS. Fax :  Create a fax  cover- sheet

in CareerConnector  by  following the "Faxing  Support ing  Docum entat ion"  inst ruct ions.  The fax  num ber

will be on the cover- sheet .

REQUI RED  DOCUMENTS:

Please note that  if  you do not  provide all required  inform at ion,  as specified in this announcem ent ,  you

m ay not  be considered  for  this posit ion  (or  m ay not  receive the special considerat ion  for  which you m ay

be eligible) .

VETERANS'  PREFERENCE DOCUMENTATI ON  I f  you are claim ing  veterans'  preference,  you m ust

subm it  a  copy  of  your  Cert ificate of  Release or  Discharge From  Act ive Duty,  DD- 214 (Mem ber  4 copy) ,

or  other official  docum entat ion from  a branch  of  the Arm ed Forces or  the Departm ent  of  Veterans Affairs

showing  dates of  service and  type of  discharge.  Ten - point  preference eligibles m ust  also  subm it  an

Applicat ion  for  10 - point  Veteran  Preference,  SF- 15,  along with  the required  docum entat ion listed  on the

back  of  the SF- 15  form .  An SF- 15  m ay be found  at :  ht tp: / / www.opm .gov/ form s/ pdf_fill/ SF15.pdf .  Click  on

the following link  for  m ore inform at ion  on veteran's preference:  

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

CTAP/ I CTAP DOCUMENTATI ON  I f  you are a displaced or  surplus Federal  em ployee eligible for

considerat ion  under the Career  Transit ion Assistance Plan  (CTAP) / I nteragency Career  Transit ion

Assistance Plan  ( I CTAP) ,  you m ust  subm it  proof  of  eligibilit y.  For  a  detailed list  of  docum ents,  click  here.

AGENCY CONTACT I NFO:

W HAT TO EXPECT NEXT:

You  m ay check  the status of  your  applicat ion  for  this posit ion  at  any t im e by  logging onto the USAJOBS

"My Account "  tab  and  clicking on "Applicat ion Status."  Please not ify  us if  your  contact  inform at ion

changes after  the closing date of  the announcem ent .  Also,  note that  if  you provide an em ail address that

is inaccurate,  or  if  your  m ailbox  is full  or  blocked  (e.g.,  spam - blocker) ,  you m ay not  receive im portant

com m unicat ions that  could affect  your  considerat ion  for  this posit ion.
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This is a  United States Office of  Personnel Managem ent  website.
USAJOBS is the  Federal Governm ent ’s  official  one- stop  source  for  Federal jobs and em ploym ent  inform at ion.


