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TERM PROGRAM SUPPORT CLERK, GS-303-05 
Asheville, NC
The National Forests in North Carolina (NFsNC) is seeking a Program Support Clerk to perform records management and project tracking associated with the American Recovery and Reinvestment Act (ARRA).  The position will be advertised as a Program Support Clerk, GS-303-05; it will last for at least one year and may be extended for up to two years.  The incumbent will report to the Special Projects Coordinator, with a duty station in the NFsNC Forest Supervisor’s Office, Asheville, North Carolina.  

This position is funded by the American Recovery and Reinvestment Act (ARRA).  Funds appropriated through ARRA will allow the Forest Service to implement projects directly related to accomplishing our mission to “sustain the health, diversity, and productivity of the nation’s forests and grasslands to meet the needs of present and future generations”.  ARRA projects will restore forest health and improve facilities and infrastructure, as well as create private sector jobs.  

VACANCY ANNOUNCEMENT  

The vacancy announcement for this position will be posted on the U.S. Government's official website for employment opportunities at www.usajobs.gov under vacancy announcement OCR-0303-05-PSC-DP-SSTmc.  This is an open continuous register with no closing date.  To be considered for this position, applicants must apply to the vacancy by July 31, 2009.  The referral list for this position will be requested on August 3, 2009.  All applicants who have applied to the announcement on or before the closing dates and are found to be qualified and in the quality group will be referred for consideration.  

MAJOR  DUTIES:

As Program Support Clerk, the incumbent will be responsible for maintaining, and controlling a wide variety of documents, and establishing and managing master files of administrative materials for review and audit.  Examples of documents include environmental analyses, budget planning, work accomplishments, and expenditure records.  The incumbent will produce reports, spreadsheets, charts, presentations and similar materials.  In addition, the incumbent will perform a variety of office automation duties, works with specialists to collect records and correct discrepancies, and performs records and database searches.

RELOCATION EXPENSES:
Relocation expenses are not authorized for this position.  

FOREST INFORMATION:

The NFsNC is a complex forest and covers 1,254,792 acres in 24 counties.  The forest includes 8 Ranger Districts and 3 Job Corps Centers, has approximately 200 fulltime permanent employees, and has more than 4,500 volunteers.    It is one of the most heavily visited National Forests in the nation (ranked second nationally according to NVUM) with an estimated 16 million visitors a year.  
For more detailed information about the NFsNC log on to http://www.cs.unca.edu/nfsnc/.  

LOCATION – ASHEVILLE:
Asheville is located in the Southern Appalachian Mountains of western North Carolina.  The elevation of the city is about 2,200 feet surrounded by the Blue Ridge Mountains with many peaks above 5,000 feet.  The area has four distinct seasons with high temperatures in the summer averaging in the low 80’s and winter temperatures averaging in the 40’s.  Rainfall for the city is 55 to 60 inches per year with areas in the surrounding mountains averaging over 80 inches per year.

Asheville is the largest city in Western North Carolina with a population of over 70,000.  It is the regional center for health care, banking, professional services, manufacturing, and transportation.  The Asheville Regional Airport serves the area with jet service and commuter airlines.   Major highway access to Asheville is excellent with interstate 40 passing east-west and interstate 26 passing north-south through the city.

For more information about the Asheville area contact the Asheville Chamber of Commerce at 828/258-6101 or visit the Asheville Chamber web site at http://www.ashevillechamber.org./
CONTACT INFORMATION:
Interested applicants, or those desiring further information, should contact Candace Wyman, NFsNC Special Projects Manager by phone (828) 259-0510 or through email: cwyman@fs.fed.us.
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