U.S. JOB OPPORTUNITY ANNOUNCEMENT

	Position Title
	Office Automation Assistant
	Announcement Number
	

	PP-Series-Grade
	GS-0326-06
	Opening Date
	

	Starting Salary
	
	Work Schedule
	Full-Time Temp
	Closing Date
	

	Job Location
	Naval Air Mediterranean Repair Activity
	Duty Location
	Capodichino

	Who May Apply
	U.S. citizens residing in the Naples/Gaeta commuting area who meet one or more of the following conditions.

1. Family members eligible for Schedule A 213.3106(b)(6) appointments.

2. Current Federal employees serving under career or career conditional appointments.

3. Preference eligibles or veterans separated after three or more years of continuous active service performed under honorable conditions. 

4. Veterans’ Recruitment Appointment (VRA) eligibles.

	About the Job
	The incumbent provides general office support by use of office automation technology.  Develops methods for automation administrative and special reports using a variety of software packages.  Applies judgment in selection the most appropriate software type to efficiently meet office requirements.  Develops and maintains various spreadsheets, setting up proper format and categories to effectively organize and manipulate data.  Incorporates data from other types of software into spreadsheet format.  Determines the type of software to be used for the specific job.  Integrates data from various types of software to produce final products, which are accurate and meet the needs of the office.  Develops and/or reviews office automation procedures to insure efficient information administration.  Keeps office personnel informed and instructed on proper procedures.  Serves as the office’s point of contact regarding the best use of various software programs. 

	OPM Qualification Requirements
	Experience:  One year of specialized experience equivalent to at least the GS-05 grade level.  Specialized experience is experience that has equipped the applicant with the particular knowledge, skills and abilities to perform successfully the duties of the position, and that is typically in or related to the work of the position. 

Proficiency Requirement:  Must be able to type 40 words per minute. 

	Tell us about your experience
	1. Preparation and publication of various documents with different and complex formats. 

2. Identifying and resolving automation problems. 

3. Merging data from different software programs.

4. Working with a variety of advanced types of office automation software.  

	Job Conditions
	1. Must be able to obtain/posses a Secret clearance. 

2. Must be able to obtain a Travel Manager and SAP user ID. 

	Pertinent Information
	1. Applicants who are U.S. citizens and also citizens of Italy are not employable in a U.S. position.
2. Application package, including documents required by the SOFA, must be required by closing date of this announcement.  

3. Highest previous rate may be authorized

4. Selection to this position will not use your military spouse preference.

5. A temporary appointment may be for a period of one-year and may be extended for an additional one-year.  This appointment may not be extended beyond two years.  Temporary positions may be terminated prior to the not to exceed date.  This position will not be made permanent.   

	THE DEPARTMENT OF THE NAVY IS AN EQUAL EMPLOYMENT OPPORTUNITY EMPLOYER


