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	DISA CONUS 

Scott Air Force Base, IL



Job Opportunity Announcement

DISA is an Equal Opportunity Employer

Connecting the world through information – that’s what we do at the Defense Information Systems Agency (DISA).  Out global network consists of a shared system of computer, communication data, applications, security and people servicing the Department of Defense’s information needs, using voice, data imagery, video, and multi-media.  DISA’s mission is to supply the Department of Defense with a real-time, seamless transfer of information, across the continent and around the world. 

Qualifications and time-in-grade requirements must be met by the closing date of this announcement.  All applications must be postmarked by the closing date of the announcement.

2003 Summer Employment Program

POSITION:  Group 1/Clerical Jobs



Announcement Number:  01-01
           Group 2/Non clerical Jobs


Opening Date:  10 March 2003

                                                                                                Closing Date:  21 March 2003
AREA OF CONSIDERATION:  All U.S. Citizens  

LOCATION:  Scott Air Force Base, IL 

QUALIFICATION REQUIREMENTS are as follows: 


Group 1:  Applicants for Clerk, Office Automation Clerk/Assistant, or Secretary, 

GS-1/5, positions must be at least 16 years of age at the time employed and require minimum amount of education and/or experience.  These jobs require typing skills of at least 40 WPM. 


Group 2:  Applicants for Computer Clerk/Assistant or Engineering Aid/Technician,

GS-1/5, positions must be at least 16 years of age and possess education and/or experience appropriate to the type of work for which applying.  These jobs involve duties of a professional or non-clerical nature. 

APPLICATION PROCEDURES: 

Any of the following written formats may be used to apply for this position:  (1) Resume; (2) Optional Application for Federal Employment, OF-612; or (3) any other written format.  Although the Federal government does not require a standard application, certain information is necessary to evaluate your qualifications and determine if you meet legal requirements for Federal employment.  Your resume or application MUST contain the following:

· Announcement number and Group 1 or 2 of the job for which you are applying

· Full name, address, and day and evening phone numbers with area codes.

· Social Security Number

· Date of Birth

· Country of citizenship

· Highest Federal civilian grade held including job series and dates held.

· Copy of latest SF-50 (showing title, series, and grade).

· Education:  High School name, city, state, & date of diploma or GED; College and Universities name, city, state; majors with type and year of any degrees received.  If no degree, show total credits earned and indicate whether semester or quarter hours.  PLEASE SEND A COPY OF ALL COLLEGE TRANSCRIPTS.
· Work Experience:  For paid and non-paid work experience related to the job for which you are applying, provide the following information:  job title (including series and grade in Federal service), duties and accomplishments, employer’s name and address, supervisor’s name and phone number, starting and ending date, average number of hours worked per week and salary.  Please indicate if we may contact your current supervisor.

· Other qualifications:  List dates and titles of job-related training courses, certificates and licenses, honors, awards, and special accomplishments.

· An original signature and date.
PRIVACY ACT STATEMENT:  We request your SSN and mailing address under the authority of Executive Order 9397 in order to keep your records accurate.  If you do not provide your SSN or mailing address, your application will not be processed. 

SUBMIT COMPLETED APPLICATION TO:

DISA CONUS

Attn:  Judy Leaver (RN12)

P.O. Box 25860

Scott Air Force Base, IL  62225-5860

OTHER IMPORTANT INFORMATION:

Direct Deposit/Electronic Funds Transfer (DD/EFT) is the standard method of payment with DOD for pay of personnel.  If you are selected for the position, you will be required to elect DD/EFT.  A waiver may be requested to alleviate financial hardship. 

Use of postage paid government agency envelopes to file job applications is a violation of Federal law and regulations. 

These positions require U.S. citizenship.

If selected, you will be required to complete a Declaration for Federal Employment to determine your suitability for Federal employment and to authorize a background investigation.  You must be able to obtain and retain a security clearance.  The agency will also ask you to sign and certify the accuracy of all information on your application.  If you make false statement in any part of your application, you may not be hired, or you may be fired after you begin work; or you may be fined or jailed.

Male applicants born after December 31, 1959 will be required to complete a pre-employment certification statement for selective service registration prior to appointment.  Failure to comply may be grounds for withdrawal of an offer of employment or dismissal after employment.

The Hatch Act Reform Amendment prohibits political recommendation from Senators, Representatives, or Congressional employees (other than themselves when they qualify) or political party officials may not advocate the employment of an individual with the Department of Defense.

For general vacancy information, call Judy Leaver at (618) 229-8926 or DSN 779-8926.

For more information on the Defense Information Systems Agency, please refer to our web site at http://www.disa.mil 

The Defense Information Systems Agency is an Equal Opportunity Employer and all applicants will receive consideration without regard to race, age, religion, color, national origin, sex, physical handicap, political affiliations, or any other non-merit factor.
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