HOW TO APPLY:

ALL APPLICANTS MUST SUBMIT ONE OF THE FOLLOWING APPLICATIONS: 

· OF-612, “Optional Application for Federal Employment”

· Resume’ (containing all of the information requested by an OF-612)

 In addition, to one of the above, must submit OF-306, “Declaration for Federal Employment” 

· VA Form 10-2850c, Application for Associated Health Occupations (all positions listed under the title 38 hybrid category.)
Applicants are responsible for assuring that all required information is accurate and current.  For detailed application information, review to the OF-510, “Applying for a Federal Job.” 

Employees serviced by GLHRMS (Great Lakes Human Resource Management Service) and other VA facilities should submit the following forms:
· VA Form 5-4078,  “Application for Promotion or Reassignment”
· VA Form 5-4676a, “Employee Supplemental Qualifications Statement” (May be submitted on plain bond paper)
· VA Form 5-4676, “Supplemental Experience Statement for In-service Placement” ,Wage Grade Positions only (May be submitted on plain bond paper)
· VA Form 5-4667b, “Supervisory Appraisal of Employee for Promotion” (Optional).

Employees may also submit an OF-612, or resume.  OF-612 is available in GLHRMS offices. 
Reinstatement, Transfers, and other VA eligibles must submit a copy of their most recent SF-50, “Notification of Personnel Action”, which clearly shows and verifies employment status.   Transfers please submit copies of your most recent performance appraisal.
Veteran Employment Opportunity Act (VEOA) and Veterans Readjustment Appointment (VRA) applicants must submit:
· Proof of eligibility in the form of a DD-214 (indicating type of discharge and time lost).
All veterans who are claiming 10-point preference must submit, in addition to a DD-214:

· SF-15, “Claim for 10-point Veterans Preference”
· An official statement dated 1991 or later, from the Department of Veterans Affairs, or from a branch of the Armed forces, certifying:
1. The present existence of the veterans service-connected disability,
2. The percentage and nature of the service-connected disability or disabilities (including the combined percentage), and 
3. A notation as to whether or not the service-connected disability is rated permanent and total.
For more information on Veterans eligibility and qualifications visit the OPM web site at “www.opm.gov/veterans/”.  
Current Federal Temporary Employees must submit: Required application materials as indicated above under “How to Apply.”  (Applications must include copies of SF-50’s showing reinstatement eligibility or other proof of appointment eligibility, such as

a DD-214).
COLLEGE TRANSCRIPTS: 

· To receive credit for college (or trade school) education, applicants MUST submit a copy of transcripts showing courses completed.  Prior to appointment, applicants must provide official transcripts.

MAIL APPLICATION MATERIALS TO:
DEPARTMENT OF VETERANS AFFAIRS

EDWARD HINES JR. HOSPITAL

P. O. BOX 5000, GLHRMS (05S)

HINES, IL  60141-5005

TO RECEIVE CONSIDERATION ALL APPLICATION MATERIALS MUST BE RECEIVED (OR POSTMARKED) BY THE DESIGNATED CLOSING DATE.  APPLICATION MATERIAL BECOMES THE PROPERTY OF THE GLHRMS AND WILL NOT BE RETURNED OR COPIED.  CREDIT WILL ONLY BE GIVEN FOR DOCUMENTS ON FILE AS OF THE CLOSING DATE OF THIS ANNOUNCEMENT.
Application materials including the Elements for wage grade positions are available at Human Resources Offices located at the Edward Hines Jr., VA Hospital (Mon thru Fri, 8:00 a.m.-4:30 p.m.) 5th & Roosevelt Road, Building 17, Hines, IL (708) 202-2604; Jesse Brown VA Medical Center (Monday through Friday, 8:00 a.m.-4:00 p.m.), 820 S. Damen, Room 2470 or 2474, Chicago, IL, (312) 569-7184; and at various Federal Job Information Centers.

APPLICATIONS MAILED IN U.S. GOVERNMENT POSTAGE-PAID ENVELOPES WILL NOT RECEIVE CONSIDERATION AND WILL BE RETURNED.

EVALUATION METHODS:

· Qualified applicants may be further evaluated by determining the extent to which their work related experience, education, training, self-development, awards, outside activities, and/or supervisory appraisal, etc., indicate they possess the knowledge, skills, and abilities (KSA’s) for this position. 

· Completion of a Supplemental Qualification Statement addressing each KSA is requested.  Failure to do so may result in your receiving less than full credit in the evaluation and ranking process.  This process will result in certification of the Best-Qualified Candidate who will be referred for selection consideration.   You may use a separate sheet of paper to address each KSA listed.
· For Wage Grade Positions, all applicants will be evaluated by a rating panel, which will convene to evaluate whether each applicant meets the requirement, as well as to determine to what degree (ranking) those requirements are met.  Evaluations will result in the certification of the Best-Qualified Candidates who will be referred for selection consideration.
PROMOTION POTENTIAL:

· Applicants selected for trainee or career ladder positions may be promoted to target grade without further competition when all statutory and regulatory requirements have been met, performance is satisfactory, and promotion is recommended by the supervisor and approved by the Service Chief.  Promotion to higher grade is not guaranteed.  Promotion to the next higher grade is contingent upon the above criteria and availability of work at the next higher grade.

· Additional selections for identical positions may be made within six (6) months of the date of the initial certificate issued under this announcement.

AGENCY CAREER TRANSITION ASSISTANT PROGRAM (CTAP) AND THE INTERAGENCY CAREER TRANSITION ASSISTANCE PROGRAM (ICTAP):

· If you are currently an employee of the Department of Veterans Affairs in the same local commuting area as this position and have received a Reduction-in-Force (RIF) notice or a Certificate of Expected Separation, you may be entitled to special priority selection under CTAP; if you are a current or former displaced employee (any agency) in the same local commuting area as this position, you may be entitled to receive special priority selection under ICTAP.

· Eligibility requirements for both CTAP and ICTAP:

(1) The position must be at or below the grade level of your current position

(2) This position must not have a greater promotion potential than your current position

(3) Your last performance rating must be at least fully successful

(4) You must be rated well qualified for this position.  Well qualified generally includes those applicants whose knowledge, skills, and abilities clearly exceed the minimum qualification requirements.

Federal employees seeking consideration under the CTAP or ICTAP programs must submit proof that they meet the requirements.  This includes a copy of the agency notice, a copy of their most recent Performance Rating, and a copy of their most recent SF-50 showing current position, grade level, and duty location.  Please annotate your application to reflect that you are applying as a CTAP or ICTAP eligible.

SPECIAL EMPHASIS PROGRAMS:

· You are encouraged to apply if you are a person with a disability, or an Outstanding Scholar (college graduates with a 3.5 grade point average or graduating in the top ten percent of your class).  You may be eligible for appointment to Federal positions without competing in a civil service examination.  Please indicate on your application materials if you are applying under these programs.

ADDITIONAL REMARKS:

· Only employees serving under competitive Civil Service appointments (Career or Career-Conditional), Veteran Employment Opportunity Act (VEOA), Veterans Readjustment Authority (VRA) and certain Excepted Service employees are eligible to apply for vacancies announced in accordance with the Merit Promotion Plan (Memo 05-4 (R-2) dated 07/24/98).

· Employees serving under a Temporary Appointment are not eligible to apply for these vacancies, unless they meet certain regulatory requirements for certain appointments, such as Reinstatement, VRA or VEOA.   If you meet this definition, see “How to apply.”
· Applicants must meet the legal and regulatory requirements within 30 calendar days after the closing date of this announcement.  This includes time-in-grade and quantity of experience requirements, if appropriate, to receive consideration.  In addition, applicants must meet any appropriate physical, security, and suitability requirement for the position at the time of applying.

· In accordance with 38 USC 4105(c) English Language Proficiency is required for all positions involving direct patient care.

· All applicants will receive consideration regardless of race, color, age, religion, sex, national origin, political affiliation, membership or non-membership in an employee organization, marital status, non-disqualifying physical handicap, or any other non-merit reasons.
· U. S. CITIZENSHIP IS REQUIRED.
DRUG TESTING:

All non-VA 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 the Department of Veteran Affairs.

DIRECT DEPOSIT/ELECTRONIC FUNDS TRANSFER WILL BE USED TO RECEIVE

FEDERAL WAGES AND SALARY PAYMENTS
