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Pacific Northwest Research Station

USDA Forest Service


OUTREACH NOTICE 

Administrative Support Assistant – GS-0303-05
Term Appointment

Pacific Northwest Research Station

La Grande, OR
The Administrative Support Section of the Pacific Northwest Research Station, will be filling a GS-0303-5 (salary range $30,772.00 to $40,005), Term Appointment, Administrative Support Assistant position.  The position is located in the office of the Administrative Staff at the La Grande Forestry and Range Sciences Lab in La Grande, OR.
About the position….
The primary duties of the Administrative Support Assistant responsibilities include; primary micro-purchaser, IAS Coordinator/requisitioner, HCM Liaison, Wellness/training Coordinator, Travel Coordinator, backup receptionist and clerical services duties, other administrative duties and possess strong computer skills.  This position works closely with research scientists, professional, technical, administrative staff, and other employees of the lab as well as the public.

We are looking for an individual who:
1.) Has a positive customer service attitude and good work ethic

2.) Has strong organizational skills

3.) Skills in handling assignments in tactful and confidential manner

4.) Is a team player who enjoys working with others to accomplish a common goal

5.) Is a self-starter, enjoys a challenge, and has excellent problem-solving skills

6.) Has the ability to cope well with changing direction and multiple priorities

7.) Has the ability to work well with diverse groups of people

8.) Has effective and positive communication skills, both verbal and written

The Administrative Staff is seeking candidates with an ability to work independently, set their own priorities and meet deadlines as well as a strong background in coordinating information.  The successful candidate will possess strong motivation to work efficiently and effectively towards developing administrative/office processes that comply with agency policies and standards and accomplish the mission of research and good customer service.

If you are interested…..
If you would like additional information about this position, please contact Elcine Hutton at aehutton@fs.fed.us or call 541-962-6570 or Danna Rode at drode@fs.fed.us or call 541-962-6524

Please express interest in the position by completing the interest survey attached by January 16, 2009 to:  

A. Elcine Hutton, Supervisory Administrative Support Assistant

1401 Gekeler Lane
La Grande, OR   97850
Tel:  (541) 962-6570
Fax: (541) 962-6504
Email:  aehutton@fs.fed.us
or
Danna M. Rode, Administrative Officer

1401 Gekeler Lane

La Grande, OR 97850

Tel: (541) 962-6524

Fax: (541) 962-6504

Email:
drode@fs.fed.us

Applicants must be U.S. citizens. 

Thank you for your interest in this position

The U.S. Department of Agriculture Forest Service prohibits discrimination in all its programs and activities on the basis of race, color, national origin, age, disability, and where applicable, sex, marital status, familial status, parental status, religion, sexual orientation, genetic information, political beliefs, reprisal, or because all or part of an individual’s income is derived from any public assistance program (not all prohibited bases apply to all programs).  Persons with disabilities who require means for communication of program information (Braille, large print, audiotapes, etc) should contact USDA’s TARGET Center at (202) 720-2600 (voice and TDD).

To file a complaint of discrimination write:  USDA, Director, Office of Civil Rights, 1400 Independence Ave, SW, Washington, DC  20250-9401 or call (800) 795-3273 (voice) or (202)720-6382 (TDD).  USDA Forest Service is an equal opportunity provider and employer.
To file a complaint of discrimination, write USDA, Director, Office of Civil Rights, Room 326-W, Whitten Building, 14th and Independence avenue, SW, Washington, DC 20250-941 0 or call (202) 720-5964 (voice or TDD).  USDA is an equal opportunity provider and employer.

USDA is an equal opportunity provider and employer.

Outreach Notice
OUTREACH RESPONSE FORM

 

Administrative Support Assistant GS-0303-5

PNW, La Grande Forest and Range Sciences Laboratory

Please submit by COB January 16, 2008  

NAME:  __________________________________________
______________                                                                                                     

EMAIL ADDRESS:  __________________________________________

MAILING ADDRESS:  ________________________________________________________________

TELEPHONE NUMBER:                                                   
___                                       
GOVERNMENT AGENCY EMPLOYED WITH:__________________________________________

TYPE OF CURRENT APPOINTMENT: 
 PERMANENT______ TEMPORARY __      _ 
                                           

     

TERM  ___  __   OTHER       
              

CURRENT AGENCY/REGION/FOREST/DISTRICT/LAB: _________________________________  

CURRENT SERIES AND GRADE: ______________________________

CURRENT POSITION TITLE: ___________________________________

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 VETERAN W/ 30% COMPENSABLE DISABILITY

___ VETERANS EMPLOYMENT OPPORTUNITIES ACT OF 1998

___ FORMER PEACE CORPS VOLUNTEER

___ STUDENT CAREER EXPERIENCE PROGRAM

___ OTHER  _________________________________

Please send this completed form to_______________________________________-.

Thank you for your interest in our  vacancy. USDA La Grande Forestry and Range Sciences Laboratory is an equal opportunity employer.

