National Science Foundation
4201 Wilson Boulevard

HRM 12-002

Pathways Vacancy Announcement - Student Trainee (Program Assistant)

DATE: September 18, 2012

Job Title: Student Trainee (Program Assistant) GS-0399-05/06/07

Agency: NATIONAL SCIENCE FOUNDATION

Job Announcement Number: HRM-12002

SALARY RANGE: $34,075.00 - $54,875.00 / ANNUALLY

OPEN PERIOD: September 17, 2012 to October 1, 2012

SERIES & GRADE: GS - 0399-05/06/07

POSITION INFORMATION: Full-time, Part-time.

PROMOTION POTENTIAL: 07

DUTY LOCATIONS: FEW vacancy(ies) - Arlington, VA, US

WHO MAY BE CONSIDERED: Open to current NSF employees, at least 16 years old, who are
students. Must be enrolled for the upcoming semester in a degree or certificate-seeking program taking at
least a half-time course load. Must have at least a 2.0 grade point average on a 4.0 scale. Students are

employed during the academic year.

JOB SUMMARY

This internship opportunity allows students to see how both the federal government and NSF operate.
Together, we ensure that the daily operations at NSF run smoothly and serve the needs of the science,
engineering and education communities to produce results. Join us today! Positions under this vacancy
announcement will be filled under the Internship component of the Pathways Programs hiring authority:
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« Veteran's preference rules will be applied in filling this position.

« Selection for an Internship position is at the discretion of the hiring manager.

« This vacancy announcement will be used to select multiple students to work at the National Science
Foundation.

» To be considered for other Intern positions at NSF, you must reapply each time a new
announcement is posted.

« Eligible students must be enrolled at least half-time in an accredited academic institution and
maintain a 2.0 GPA or higher.

« Students typically work part-time during the school year and full-time during the summer, winter,
and spring vacations.

« Selected candidates will be placed on an appointment under the Pathways Programs with their
current Not-to-Exceed (NTE) and grade level intact. One selected as an Intern, employees may be
converted to an indefinite appointment under the Pathways Programs. The indefinite appointment
expires when the student completes all academic requirements for award of a degree or certificate
program.

« Interns will be required to sign a Pathways Programs Participant Agreement prior to appointment.

« Interns are eligible for noncompetitive conversion to a permanent or term position in the
competitive service. This conversion is not a guarantee and NSF may opt not to convert the Intern.
To be eligible for conversion, the Intern must a) complete all academic requirements for award of a
degree or certificate; b) complete at least 640 hours of work while enrolled in the Internship
Program; c¢) receive recommendation from the supervisor; and d) meet the qualification
requirements for the position to which converted.

KEY REQUIREMENTS

* You must type 40 words per minute with no more than 3 errors

« You must have a grade point average of 2.0 or higher on a 4.0 scale. However, if students are
below a 2.5 GPA they will be accountable to raise their GPA within two semesters.

« You must be taking at least a half-time course load

DUTIES

Interns will assist in processing grants that are keeping the United States at the leading edge of scientific
discovery! Student Trainees (Program Assistant) work on the front-line supporting the National Science
Foundation's efforts to promote and fund the best possible awards through grants, cooperative agreements,
and other mechanisms. If you are customer oriented, enjoy working on a variety of automated systems,
are organized, and have great communication skills, working as Student Trainee (Program Assistant) is
the right job for you!

As a Student Trainee (Program Assistant), the Intern will:

« Play a role in the processing of grants and cooperative agreements including supporting the
protocol for soliciting and evaluating proposals, awarding funds, monitoring the status of grants
and cooperative agreements, tracking budgets, and preparing a variety of reports.

« Work with a variety of automated systems to enter information about grant proposals, to forward
information to reviewers electronically, and to facilitate panel review meetings.

« Coordinate the logistics for meetings and conferences of scientific panelists.

« Provide administrative support to staff including handling travel arrangements.



QUALIFICATIONS REQUIRED

To qualify at GS-5 ($16.33), you need to have one of the following:

1. At least one year of specialized experience equivalent to at least the GS-4 level in the Federal
service. Examples of specialized experience include the following: using word processing software
to prepare correspondence, responding to routine non-technical inquiries or other clerical or office
support functions.

2. Successfully completed four full years of education above high school level.

3. Possess a combination of post-high school education and specialized experience.

To qualify at GS-6 ($18.20), you need to have the following:

At least one year of specialized experience equivalent to the GS-5 level in the Federal service. Examples
of specialized experience include the following: using word processing software to prepare
correspondence, reports and other document; track pending actions to ensure timely completion of work
assignments; coordinating and making travel arrangements; responding to routine non-technical inquiries;
and coordinating and handling logistical support for meetings.

To qualify at GS-7 ($20.22), you need to have the following:

At least one year of specialized experience equivalent to the GS-6 level in the Federal service. Examples
of specialized experience include the following: interpreting and applying regulations, policies and
procedures to perform a variety of administrative support duties; developing and maintaining spreadsheets
and other financial records; developing work tracking systems to ensure timely completion of work
assignments; coordinating and making travel arrangements; composing/typing reports in final.

Education may be substituted for experience (at the GS-5 level only) as described in "Qualifications".
You must meet eligibility and qualification requirements within 30 days of the closing date.

This position is in the bargaining unit.
Candidates will be required to send their resume to the following email address: pathways@nsf.gov.

The Division of Human Resources Management (HRM) will review candidates' resumes and verify
eligibility for the Pathways Programs and qualifications.

HOW TO APPLY

Your resume and any other relevant documents should be submitted by email to the following address:
pathways@nsf.gov
Resumes must be received before 11:59 PM Eastern time on the closing date.

REQUIRED DOCUMENTS

If you are eligible under a special appointing authority (e.g., veterans appointment authorities or persons
with mental retardation, severe physical disability or psychiatric disabilities), you will be required to
submit supporting documentation. This will typically require the submission of one or more of the
following documents:
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1. DD-214 (Member-4 copy); and only if applicable, SF-15, Application for 10-Point Veteran's
Preference, plus the Department of Veterans Affairs Notice of Compensable Disability Rating for
preference under the disabled veterans appointing authority.

2. Schedule A Certification - from applicants requesting consideration under the Schedule A
appointing authority for disabled applicants.

You must submit proof of meeting the basic education requirement described in the QUALIFICATIONS
paragraph. Therefore, if you have not already done so , you should submit TRANSCRIPTS (unofficial
copies are acceptable with cumulative GPA) or a DIPLOMA that verifies that the requirement is met.
Email application must be completed before 11:59 PM Eastern time on the vacancy closing date.

AGENCY CONTACT INFO

Yoalva Zelaya

Human Resource Specialist
Staffing and Classification
Branch

703.292.8564
pathways@nsf.gov
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