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	VACANCY ANNOUNCEMENT

	STATION
	ADDRESS (City, State and ZIP Code)
	INTERNET ADDRESS

	VISN 22

 FORMDROPDOWN 

	VA Loma Linda Healthcare System

 11201 Benton Street, Loma Linda, CA 92357
	www.lom.med.va.gov

	ANNOUNCEMENT  NO

 FORMDROPDOWN 
 # FORMDROPDOWN 
-173
	POSITION TITLE & PD #

Administrative Support Assistant
PD# 1362A
	SERIES & GRADE

 FORMDROPDOWN 
-303-6/7
	SALARY RANGE

$32,217 - $46,540  FORMDROPDOWN 

	# OF  POS.



	
	
	
	
	    FORMDROPDOWN 


	ISSUE DATE

09-22-2004
	LOCATION
Business Office/MCCR
VA Medical Center, 11201 Benton Street, Loma Linda, CA
	FULL-TIME      
PART-TIME
	 FORMCHECKBOX 

 FORMCHECKBOX 
       HRS PER WEEK

	CLOSING DATE

10-13-2004
	FOR INFORMATION CONTACT
 FORMDROPDOWN 
 ,  (605/136-05) - (909) 825-7084 ext.  FORMDROPDOWN 

	RELOCATION EXPENSES PAID

MANAGER/SUPERVISOR PROBATIONARY PERIOD
	 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO

 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO

	AREA OF CONSIDERATION:  Applicants will be accepted from those categories checked below:

	 FORMCHECKBOX 
  FORMDROPDOWN 

 FORMCHECKBOX 
 Reassignment eligible

 FORMCHECKBOX 
 Transfer  eligible 
	   FORMCHECKBOX 
 Reinstatement  eligible 

   FORMCHECKBOX 
 VRA  eligible

* FORMCHECKBOX 
  People w/Disabilities(Sch A)
	 FORMCHECKBOX 
  Veterans Employment Opportunities Act

 FORMCHECKBOX 
 Current Permanent Veterans Canteen Employees are eligible to apply.

 FORMTEXT 
 
     

	Note:  Candidates will be ranked by Best Qualified, Qualified or Not Qualified.  Only the candidates rated Best Qualified will be referred, on the certificate of eligible, to the selecting official .  Best Qualified means candidates that are determined to be best qualified “based on relative ability, knowledge and skills.”  Best Qualified distinction is necessary to comply with the merit systems principles and other statutory requirements. Vet. Preference still applies.

	MISSION STATEMENT:  To serve the health care needs of America’s veterans with dignity and compassion.  VISION STATEMENT:  To be the preferred health care provider for veterans by exceeding their expectations and being recognized for quality care, innovation and value.  OUR VALUES:  Trust, Respect, Excellence, Commitment and Compassion (TRECC).

	
	SEE REVERSE FOR INSTRUCTIONS TO APPLICANTS
	


	DUTIES:  Incumbent serves as an administrative support assistant in the Medical Care Cost Recovery section as a biller.  The incumbent will act as a liaison with other supporting organizations for purposes of obtaining information for completion of timely and accurate billings.  Incumbent will provide general assistant support to an agency fiscal function such as support to accounts receivable or debt collection function.  Incumbent will review reports in order to determine necessity of billing, collection activities, and eligibility issues requiring completion of bills.  Incumbent performs clerical assistant or technical level work in support of a budget, accounting, billing systems support payroll, cash process, voucher examination, or accounting technician work.  Performs work in support of the various agency programs regarding billing, collections, debt management, and statistical reporting.  Corresponds with agency clients, beneficiaries, vendors, insurance companies, and legal representatives by mail or telephone or in writing regarding indebtedness, proper application of collections, and repayment plans.  Incumbent contacts the debtor or the insurance carrier for more explanations, refers debt to legal counsel for enforced collection or assists in the referral to the supervisor with recommendation for write-off or compromise action.

QUALIFICATIONS:  Candidate must have had one (1) year of specialized experience equivalent to the GS-5 level to qualify for the GS-6 or one (1) year of specialized experience equivalent to the GS-6 level to qualify for the GS-7.  Specialized experience is experience such as billing debt collection/billing procedures, which includes completion of billing, initiating collections on outstanding debts, and determining collection actions and processes.  

BASIS OF RATING: Candidates who meet the minimum qualification requirements are additionally rated on their possession of the following job relevant knowledge, skills, and abilities.  Respond in writing by use of VA Form 5-4676a Employee Supplemental Qualifications Statement to ensure proper consideration.  Document the job title, place and dates of employment, salary and hours worked per week for experience addressing the Basis of Elements.  Responses to KSA’s are due by:  10/20/04

1. * Knowledge of billing procedures, including a working knowledge of ICD-9 codes and Current Procedural Terminology codes (CPT).

2.  Knowledge of computer operations for related software applications.

3.  Knowledge of accounting procedures to record and track account balances, determine administrative costs, principal changes, and interest.

4.  Ability to communicate orally and in writing with people from a variety of backgrounds and with varying levels of understanding.

5.  Knowledge of and skill in applying government regulations as it applies to billing and collecting procedures.

*Note:  This agency provides reasonable accommodations to applicants with disabilities where appropriate.  If you need reasonable accommodation for any part of the application and hiring process, please notify the agency.  The decision on granting reasonable accommodation will be on a case-by-case basis.
*Note:  EQUAL EMPLOYMENT OPPORTUNITY:   Actions to fill this position will not be based on discriminatory factors that are prohibited by law.


INFORMATION FOR APPLICANTS – PLEASE READ CAREFULLY BEFORE SUBMITTING YOUR APPLICATION PACKAGE.

I.
This announcement may be used for filling similar vacancies for a period of 90 days.

II.
Who may apply:

Note:  Positions that are announced within VISN 22 wide you must be a permanent employee at a VA facility  within VISN 22.  Time-in-grade requirements apply.

Positions that are announced Facility/Service wide you must be permanent VAMC Loma Linda employee.   Time-in-grade requirements apply.

Positions that are announced for Riverside National Cemetery wide you must be a permanent Riverside National Cemetery Employee.  Time-in-grade requirements apply.

All positions the following applies:                                                       

A.  
Current Federal employees on career or career-conditional appointments, Time-in-Grade requirements apply.

B.
Former Federal employees with reinstatement eligibility.  Must provide copy of latest SF-50, Notification of Personnel Action.


C.
Veterans – Must provide copy of DD214.


D.
30% compensably disabled veterans.  Must provide copy of DD214, SF-15 and copy of proof of disability (dated within 12 months).   For those hired under this authority will be hired as temporary appointment not limited to 60 days or less.  After successfully performing on such a temporary appointment, the agency MAY convert you to a permanent position.

E.
Schedule A - severely handicapped eligible.

F. Veterans who are preference eligible or who have been separated from the armed forces under honorable conditions after 3 years of continuous active service may apply.

III.
How to apply:

A. ALL APPLICANTS are responsible for ensuring that the Human Resources Management receives the following documents:
1. An Optional Application for Federal Employment (OF-612) or Resume following the OF-510.

2. An amendment to Application for Federal Employment (SF-172), if necessary to bring the SF-171 up-to-date.

3. Most recent performance appraisal.

4. Any supplemental qualification statement required by the announcement.

PLUS

                 B.
All VA employees must also submit:

5. VA Form 5-4078, Application for Promotion or Reassignment must be received by the COB date of the announcement.

                  C.
All Reinstatement and Transfer eligible must also submit:



6.
Items 1-4 under IIIA above, and



7.
A copy of most recent SF-50, Notification of Personnel Action.

    D.  
Superior Academic Achievement (SAA):

8.  
Applicants claiming SAA must provide a copy of their official 4 year transcript or 2 year transcript, statement from the institution’s registrar, dean or appropriate official documenting class standing or grade-point average of 3.0 or higher out of a possible 4.0 (“B” or better) or election to a membership in a national honor society.

IV.
Rating (further information regarding qualification requirements is available in Human Resources Management): 


A.  Evaluation of employees serviced by this office will be based on information received as stated above. B.  Other applicants will be evaluated based on application materials stated above.  Applicants must submit separate applications for each position and grade level they are qualified.  C.  Appropriate credit will be given for voluntary or unpaid experience related to the position for which application is made.  D.  Unofficial work assignments or his/her supervisor must verify duties beyond the normal scope of an employee’s position.  E.  Missing documents, incomplete, vague or contradictory information will adversely affect an applicant’s eligibility.  Position descriptions, letters of recommendation, and other miscellaneous documents will not be used in making qualification determinations.

V.
Candidates selected for positions with promotion potential may be advanced without further competition upon meeting all performance and regulatory requirements.  Selection does not guarantee promotion.

VI. Candidates selected for supervisory positions must serve a one-year probationary period as a supervisor unless this

requirement has already been satisfied in the Federal Service.

VII. Procedures for filling vacancies are contained in the Merit Promotion Plan (Medical Center Memorandum No. 05-01,

dated June 18, 2001), VA Directive 5005 dated 4/15/02.

VIII. RANDOM DRUG TESTING:  “All applicants tentatively selected for VA employment in a testing designated position

are subject to urinalysis to screen for illegal drug use prior to appointment.  Applicants who refuse to be tested will be denied employment with VA”.

IX.
Mailed, emailed or faxed applications using a government machine or a government envelope will be returned without further consideration.  Human Resources Management will not duplicate applications.  

Department of Veterans Affairs








