
DEPARTMENT OF VETERANS AFFAIRS

VA HEALTHCARE NETWORK UPSTATE NEW YORK

CANANDAIGUA, NEW YORK 14424

VACANCY ANNOUNCEMENT NO.  528F-05-005

OPENING DATE:     October 26, 2004           CLOSING DATE:  November 2, 2004

POSITION:  Patient Services Assistant,  GS-0303-5 (PD #: 07148)
SALARY RANGE:  $26,699- $34,714

DUTY LOCATION:  Behavioral Health Care Line, VA Medical Center 400 Fort Hill Avenue, Canandaigua, New York, 14424

TOUR OF DUTY: Full-time, 8:00P – 4:30P, M-F

WHO MAY APPLY:  Permanent medical center employees and status eligibles. 

 (This announcement is a solicitation for applications from current VA employees, including permanent Veterans Canteen Service staff, for competitive promotion consideration.  It does not, however, restrict the right to consider or select applicants from any other recruitment source such as reassignment, appointment, demotion, transfer, reinstatement or special appointment and authorities such as those for disabled, veterans, veterans readjustment appoint eligible, severely handicapped individual, or veterans who have been separated from the armed forces under honorable conditions after substantially completing 3 years or more of continuous active service. Applicants will also be accepted from candidates eligible under the VA/OPM Interchange Agreement).

            DUTIES
This position provides support to specialty clinics, switchboard, and BH care and telephone triage.  This position also provides assistance to the Comp and Pension clinics and acts as a liaison between Behavioral Health and the Integrated Primary Care Nurse Practitioner through reception services and appointment management for all Doctors and Providers in the BH Clinic.  The incumbent performs a wide range of support functions, including patient scheduling, encounter documentation and completion/updating of the electronic record; and clinical staff support.  Performs clerical work in support of the care and treatment given to patients such as receiving patients or maintaining patient files; work administering or advising on medical record systems; or work maintaining medical records in the clinic or other such unit of a medical facility.  Receives patients either in person or over the telephone.  Maintains various patient or administrative records for the unit.  Performs clerical duties related to patient care and treatment such as coordinating or recording patient activities, or preparing purchase orders for medical supplies.  Responds to technical questions regarding patient rights, responsibilities, and medical eligibility for care. 
         Qualification Requirements: Applicants will be considered qualified if they meet the  

         qualification requirements within 15 days after the closing date of the announcement.

         GS-5: (1) ONE year specialized experience equivalent to the GS-4 level.

        Education: 4 years above high school.

Qualification requirements are in accordance with the OPM Group Coverage Qualification Standards for Clerical and Administrative Support Positions, which are available for review in your servicing Human Resource Office or by contacting VA Shared Service Center.  VA Employees call 1-800-414-5272.  All other applicants call 1-877-782-5627. 

Specialized Experience is experience in or related to the position that equipped you with the particular knowledge, skills, and abilities to perform the duties of this position successfully.  Examples of specialized experience are: scheduling appointments, receiving and directing patients and visitors; answering questions to routine inquiries and making appropriate referrals of questions concerning patient’s conditions.  Performing clerical/assistant work in support of the care and treatment given to patients in a ward or clinic; maintaining medical records in a clinic, or other such unit of a medical facility; updating records to include treatment or test results, reviewing charts and a variety of records and data.  

Educational Substitution For Experience: Equivalent combinations of successfully completed education and experience may be used to meet the experience requirements.
To receive credit for education, all pertinent college transcripts must be submitted with the application package. 

Time in Grade requirements: Candidates may be advanced to positions up to GS-5 if the position to be filled is no more than two grades above the lowest grade the employee held within the preceding 52 weeks.

Basis of Rating: All available applicant information will be used in determining the applicant’s possession of        the following knowledge, skills, and abilities that have been identified as essential for successful performance of the duties of this position. Best qualified applicants are those with clerical experience in a busy clinical or outpatient setting or who have experience as an office manager in a clinical or non-clinical setting.  Selection must be made from among the best qualified.  

Knowledge, Skills, and Abilities (KSAs): Please explain how your experience (including non-paid), education, training, job related honors and awards indicate you meet the rating factors. 
1.  Ability to tabulate data and keep accurate written records
2.  Ability to plan and organize work, and set priorities in order to meet deadlines

3.  Ability to meet and deal with people of varying backgrounds

4. Ability to communicate orally

5. Ability to answer questions or requests

6. Knowledge of patient benefits.

Other Employment/Eligibility Requirements: If appointed to a direct-care position or position incident to direct patient care, proficiency in spoken and written English is required

ENGLISH LANGUAGE PROFICIENCY:  RNs appointed to direct patient care positions must be proficient in spoken and written English as required in accordance with 38 U.S.C. 7402(d) and 7407(d).
DRUG TESTING:  This is a testing designated position (TDP) under the VA Drug-Free Workplace Program.  If you are tentatively selected for the position and are not now in a TDP position subject to random testing, you may be subject to urinalysis to screen for illegal drug use prior to final selection.  Applicants who refuse to be tested will not be selected.  Appointment to the position will not be effected if there is a verified positive drug test result.

PHYSICAL REQUIRMENTS:  Selected candidate may be required to successfully pass a medical examination.

BACKGROUND INVETIGATION:  Appointment to this position is contingent upon satisfactory completion of the required background investigation.

Non-VA employees: Subject to suitability requirements.  Subject to probationary/trial period.  Male applicants over 18 must certify Selective Service Registration.  U.S. Citizenship required.  

HOW TO APPLY

Submit your application package to the Human Resources Office by the closing date of the announcement.


VA Medical Center (05)


400 Fort Hill Avenue


Canandaigua, New York 14424

Applicants must submit the following (as appropriate):

- resume, the Optional Application for Federal Employment (OF-612), or any other written format you choose.  Regardless of which format is chosen, you must include all of the information required (Refer to OF-510, “Applying for a Federal Job”)

-Written responses to the rating factors (use VA Form5-4676a, “Employee Supplemental Qualifications Statement” or plain bond paper)

-OF-306 if not now a current VA employee

-DD-214 or other military discharge paper, if appropriate

FOR INFORMATION AND APPLICATION PACKET CONTACT: Recruiting desk: 393-7768 or 37770

Status Eligible - Current Federal employees, former Federal employees, transferees, and reinstatement eligibles must submit a copy of their most recent/last Notification of Personnel Action, (SF-50B) which shows tenure and position occupied, in order to verify competitive status eligibility.  If your latest SF-50B does not show your highest grade held, also include copies of Standard Forms 50B which verify the length of time the highest grade was held.

Career Transition Assistance Plan (CTAP) Employees - (1) Must be a current VA employee identified as displaced or surplus serving on a career or career-conditional competitive appointment, or an excepted service appointment without a time limit.  (2) The vacancy is at or below the grade level and with no greater promotion potential than the position from which you have or may be separated.  (3) You are found to be well-qualified. To be considered well-qualified you must meet the minimum education, experience, suitability and physical requirements, including all selective factors, where applicable, and exceed the minimum qualifications of the position for all knowledge, skills and abilities.   (4) You must occupy a position in the same local commuting area of the position for which you are applying. Individuals seeking CTAP must submit a copy of their Reduction in Force (RIF) separation notice, or Certificate of Expected Separation, a copy of most recent Notification of Personnel Action, SF-50B which shows tenure and position occupied; and a copy of your most recent performance rating of record. 

Interagency Career Transition Assistance Plan (ICTAP) Employees - (1) Must be a current or former employee displaced from a federal agency serving on a career or career-conditional competitive appointment, or an excepted service appointment without a time limit. (2) The vacancy is at or below the grade level and with no greater promotion potential than the position from which you have or may be separated.  (3) You are found to be well qualified.  To be considered well qualified, you must meet the minimum education, experience, suitability and physical requirements.  You must meet all selective factors, where applicable, and exceed the minimum qualifications of the position for all knowledge, skills and abilities. (4) You must occupy or have been displaced from a position in the same local commuting area of the position for which you are applying.  Individuals seeking ICTAP eligibility must submit: proof of eligibility (such as your RIF separation notice, certificate of expected separation, or notice of proposed removal for declining a transfer of function or directed reassignment to another commuting area); a copy of your most recent Notification of Personnel Action, SF-50B which shows tenure and position occupied; and a copy of your most recent performance rating.

Veterans Employment Opportunities Act of 1998 (VEOA) - Preference eligibles OR veterans who have been honorably discharged after substantially completing 3 or more years of continuous active service are eligible to apply under this authority.  You must include a copy of your DD-214, which shows character of service or type of discharge.
Veterans Readjustment Appointment (VRA) - Eligibles are veterans who served on active duty (full-time other than for training) in the Armed Forces for more that 180 days and received other than a dishonorable discharge.  To be eligible for a VRA appointment, you must be appointed within 10 years of your last discharge from active duty.  This time limit does not apply to a veteran with a 30% or more service-connected disability.  You must include a copy of your latest DD-214, which shows character of service and type of discharge.  Veterans with a 30% or more service-connected disability must also provide SF-15, Application for 10-point Veterans’ Preference, and a letter dated within the last 12 months from the Department of Veterans Affairs certifying receipt of compensation for a service connected disability of 30% or more.

30% or More Disabled Veterans - You must include a copy of your latest Certificate of Release or Discharge from Active Duty (DD-214), which shows character of discharge. You must also include a completed SF-15, Application for 10-point Veterans’ Preference, and a letter dated within the last 12 months from the Department of Veterans Affairs or a branch of the Armed Forces certifying receipt of compensation for a service-connected disability of 30% or more.

Veterans’ Preference- If you wish to claim 5-point veterans’ preference, you must submit the copy of your DD-214 which shows character of discharge, or other official documents issued by the branch of service which verify your eligibility for veterans' preference.  If you wish to claim 10-point veterans’ preference, you must include a copy of your latest Certificate of Release or Discharge from Active Duty (DD-214), which shows character of service or type of discharge.  You must also include a completed SF-15, Application for 10-point Veterans’ Preference, and a letter dated within the last 12 months from the Department of Veterans Affairs or a branch of the Armed Forces certifying your percent of service-connected disability.  More information on veterans may be obtained at: www.opm.gov/veterans/html/vetguide.htm
Employment Programs for People with Disabilities are programs for people with a physical or mental impairment that limits one or more major life activities.  You must provide documentation from a state or Federal vocational rehabilitation office, dated within one year, which certifies your ability to perform the duties of the position as described in the description of duties.

Reasonable Accommodation - This agency provides reasonable accommodation to applicants with disabilities.  If you need reasonable accommodation for any part of the application and hiring process, please notify the Human Resources Office.  The decision on granting reasonable accommodation will be made on a case-by-case basis.

Equal Employment Opportunity: Selection for this position will be based solely on merit without regard to race, color, religion, age, gender, national origin, political affiliation, disability, sexual orientation, marital or family status or other differences.
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