Outreach Notice
Shasta-Trinity National Forest
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Join our team on the Shasta-Trinity National Forest!
Administrative Support Assistant
GS-0303-04/05 permanent seasonal 13/2
The Shasta-Trinity National Forest is seeking a dynamic, innovative self-starter for the National Recreation Area. The duty location is Mountain Gate, CA.

If interested in being considered for this position, please send the completed outreach form to:  
Lon Henderson, Recreation Staff Officer at awhenderson@fs.fed.us, or 
by June 24, 2015.
Support services work involves providing a broad range of work supporting activities without which many aspects of the work of the District would be impaired or curtailed. The support services performed by the incumbent in this position affect the accuracy, efficiency, effectiveness, and productivity of all unit operations.

Duties include:
Assisting at the Front Desk as a collection officer and agent for Forest Service products such as interagency passes, wood and fire permits.  Also providing information to the recreating public about opportunities in the FS and on Shasta-Trinity National Forest, especially the National Recreation Area (NRA).  Assist Special Uses (Houseboats, Recreation Residences) with front-line contact.

Preparing personnel actions, submitting hiring documentation to the Albuquerque Service Center (ASC), assisting with new employee orientation and training, monitoring leave and appointment balances, completing timesheets for absent employees, reviewing timesheets for accuracy, monitoring payroll, maintaining official records inventory.  

Providing assistance to employees in the use of government computers and programs, including but not limited to:  GovTrip, Paycheck, AgLearn, the Correspondence Data Base, National Archives and Records Administration (NARA) database, Microsoft Word, etc.
Interacting both verbally and in writing with staff members, fellow employees, members of the general public, and suppliers and vendors, in a professional and courteous manner.
Keeping employees informed of personnel policies and regulations, such as:  time and attendance, leave, benefits, compensation for injury, retirement, hiring, promotion, termination, etc.
Forest:

The Shasta-Trinity National Forest, located in north central California, is the largest national forest in California and provides some of the highest quality fish and wildlife habitat in the Pacific Northwest.  It is comprised of 2.1 million acres ranging in elevation from 1,000 feet to 14,162 feet at the summit of Mt. Shasta. This forest encompasses five wilderness areas, hundreds of mountain lakes and more than 6,000 miles of streams and rivers.  In addition, there are wild and scenic rivers, national trails and scenic byways and a National Recreation Area.  For further information on the forest, please see www.fs.usda.gov/stnf.
Community:

This position is located at the Shasta Lake Ranger Station adjacent to Interstate 5, about 10 miles north of Redding in northern California. The Ranger Station staff manages the Shasta and Trinity Lake units of the Whiskeytown-Shasta-Trinity National Recreation Area (NRA), and was established by Congress in 1965.  Shasta Lake, with approximately 30,000 surface acres, is the largest human-made reservoir in California. Trinity Lake, with approximately 17,000 surface acres, is also a large reservoir.  Both are popular recreation destinations.  Many opportunities await the recreation enthusiast such as fishing, sailing, water-skiing, swimming, camping, hiking, mountain biking, and much more.  

Redding is a full service community of over 90,000 people. Redding is located along Interstate 5 and has a fine variety of medical facilities, schools (including Shasta College), restaurants, retail stores and museums.  Cultural and outdoor recreational activities include music, art, fishing, rafting, skiing, hiking, sailing, swimming and much more. The climate in the Redding area is generally moderate, though summer temperatures can be very hot.  

For more information about the community, please see:
http://www.ci.redding.ca.us/
http://www.redding.com/
http://en.wikipedia.org/wiki/Mountain_Gate,_California
http://www.fs.usda.gov/detail/stnf/about-forest/?cid=fsm9_008651
http://www.shastalake.com/
____________________________________________________________________
For technical questions regarding the above position, please contact either:

Julie Jetton, Support Services Specialist at (530) 242-5510 or by email at jjetton@fs.fed.us or Frances Lindquist, Civil Rights Officer at (530) 226-2367 or by email at franceselindquist@fs.fed.us .
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SHASTA-TRINITY NATIONAL FOREST

Outreach Response Form

Administrative Support Assistant GS-0303-04/05
Mountain Gate, CA  
Please submit outreach response by June 24, 2015 
To:  Lon Henderson
Email: awhenderson@fs.fed.us        Phone:  (530) 242-5562
	


Name
	


Email Address:
	


Mailing Address:

	


Telephone Number:
	


Current Employer: 
	


Current Region/Forest/District:  
	


Type of Appointment:  
	


 (If Usfs) Series and Grade:
	


Current Position Title:
	


HOW DID YOU HEAR ABOUT THIS Opportunity? 
If not a current permanent (career or career-conditional) employee, are you eligible to be rehired under any of the following special authorities?
	


persons with disabilities
	


veterans recruitment Act
	


disabled veterans with 30% compensable disability
	


veterans employment opportunities act of 1998
	


former peace corps volunteer
	


Pathways Students Program
	


other:

Thank you for your interest in our vacancy!
USDA Forest Service is an equal opportunity provider and employer.
