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	PROMOTION ANNOUNCEMENT

	STATION
	ADDRESS (City, State and ZIP Code)
	AREA OF PROMOTION CONSIDERATION

	        607
	Human Resources Management Service (05)

VA Medical Center, Madison, Wisconsin 53705
	VISN 12 and Competitive/Non-Competitive Candidates & Permanent Canteen Employees Specified Below



	ANNOUNCEMENT NO.
	POSITION TITLE
	SERIES AND GRADE
	SALARY RANGE
	NO. OF POSITIONS
	PROMOTION POTENTIAL TO

	04-28MA


	Teller
	GS-530-5
	$26,699 – $34,714
	          1
	N/A

	ISSUE DATE
	LOCATION



	NO. OF HOURS PER WEEK

	 9-28-004
	Patient Financial Services/VISN 12 Business Office
	40

	CLOSING DATE


	FOR INFORMATION CONTACT

ELLEN SHINKO, EXT 17490

Robert Grant, VA Milwaukee


	SUBJECT TO
PERFORMANCE MANAGEMENT AND RECOGNITION SYSTEM (Formerly Merit Pay)
	 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO

	 10-12-04
	(414) 384-2000, Ext. 42094
	MANAGER/SUPERVISOR PROBATIONARY PERIOD
	 FORMCHECKBOX 
 YES     FORMCHECKBOX 
 NO

	RELOCATION EXPENSES PAID (MP-5, Part 1, Chapter 335)
 FORMCHECKBOX 
 YES     FORMCHECKBOX 
 NO

	NOTE:  This announcement is a solicitation for applications from current VA employees 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 appointing authorities such as those for disabled veterans, veterans readjustment appointment (VRA), and those eligible under the Veterans Employment Act of 1998.

	EQUAL EMPLOYMENT OPPORTUNITY:   Actions to fill this position will not be based on discriminatory factors which are prohibited by law.

	REMARKS




YOUR OFFICIAL PERSONNEL FOLDER (OPF) IS ALL THAT IS USED TO DETERMINE WHETHER OR NOT YOU QUALIFY FOR THIS POSITION.  IF YOUR OPF IS NOT ACCURATE AND UP-TO-DATE, INCLUDING INFORMATION ON YOUR CURRENT JOB, SUBMIT AN AMENDMENT BEFORE THE CLOSING DATE OF THIS ANNOUNCEMENT.

NOTE:  Permanent VA Canteen employees are eligible to apply for this position.

Duties: (Summary) This position is located in VISN 12’s consolidated Patient Financial Services Collection Center.  As Patient Financial Services Teller, the incumbent represents the seven Medical Centers within VISN 12, and is responsible for all duties relating to the accountability of funds as described in both the Treasury Department and VA regulations.  Responsibilities include the collection and accurate posting of all collections received from patients, insurance carriers, and others in payment of debts due for medical services provided at the seven Medical Centers.  Incumbent is responsible for depositing checks and money orders on a daily basis to the Federal Reserve Bank/Department of Treasury which involves a wide variety of negotiable instruments that require evaluating negotiability of funds, especially with personal checks.  Maintains records for review to assure all collections are properly posted.  Responsible for internal control and adheres to all security measures.  Incumbent is liable for any loss of funds.  Incumbent will work closely with the collection center staff to assure posting discrepancies are resolved and checks deposited timely. 

Qualification Requirements: Position requires one year of specialized experience equivalent to the GS-4 grade level in Federal Service.  Specialized experience is that which equipped the candidate with the particular knowledges, skills, and abilities to successfully perform the duties of the position.  

Candidates must show successful past experience and/or education, as appropriate, in addressing the following rating factors to be received by close of business  
1. Describe the types of cash items you have experience working with (e.g., currency, vouchers, checks, notes, etc.) and the processing procedures supporting cash transactions.

2. Describe the types of cash control documents you have used and your experience balancing, reconciling and troubleshooting cash control and accountability documents.

3. Describe your experience, which demonstrates your experience with large volume of data entry and working at a computer for long periods of time.

4. Describe your experience, which demonstrates your ability to communicate orally.  Describe your experience in giving information in person or by telephone and eliciting a response to your inquiry.

 AREA OF CONSIDERATION

Applications will be accepted from current Federal employees serving under career or career-conditional appointments, former Federal employees with reinstatement eligibility, and persons eligible for 

non-competitive appointment under Special Authorities.  Veterans who are preference eligibles or who have been separated from the armed forces under honorable conditions after 3 or more years of continuous active service may apply.
VA Madison Employees: Submit VA Form 5-4078 and response to the aforementioned rating factors directly to your local HR office by 4:30 PM on  October 12, 2004.
Veterans and/or Reinstatement and Transfer Eligible candidates must submit a resume, SF-50, Notification of Personnel Action, DD-214, Military Discharge and response to the rating factors to be received by 4:30 PM on 

October 12, 2004.

If  you are applying as  a Handicapped Eligible you  must provide documentation from the State 

Department  of  Vocational  Rehabilitation  office,  dated  within  the  last  12  months,  certifying your 

eligibility for employment and your ability to perform the work of the position. 

WHERE TO SUBMIT APPLICATIONS FORMS: 


Human Resources (05E)

Wm. S. Middleton Memorial VA Hospital

2500 Overlook Terrace

Madison, WI 53705

FAX:  608-280-7025

e-mail:  ellen.shinko@med.va.gov
 ALL OTHER APPLICANTS MUST apply for this position at www.usajobs.opm.gov
Locate announcement No.VA-1-04-0983.  All applications material must be sent to the Delegated Examining unit  in Los Angeles at the address provided in the announcement by October 12, 2004.
FAILURE TO SUBMIT ANY OF  THE DOCUMENTS AND/OR  INFORMATION REQUESTED

IN THIS ANNOUNCEMENT MAY RESULT IN NON-CONSIDERATION FOR THE POSITION.

SPECIAL NOTICE

REASONABLE ACCOMMODATION: This  agency  provides reasonable  accommodation to applicants

with disabilities where appropriate.  If you need a reasonable accommodation for any part of the application

and/or  hiring process,   please   notify  the  contact   above.   Determinations   on   requests   for  reasonable 

accommodation will be made on a case-by-case basis.  

THE DEPARTMENT OF VETERANS AFFAIRS IS AN EQUAL OPPORTUNITY EMPLOYER

Department of Veterans Affairs
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