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Vacancy Identification Number: SCHA-SC817277-13-SPP     
Eligibility Period:  Fiscal Year 2013 (open through 09/30/2013)


Selective Placement Program

	Duty Locations:  SSA Region IX:  American Samoa, Arizona, California, Guam, Hawaii, Nevada, & Saipan

	Who May Be Considered:  US Citizens – Schedule A eligibles with a Certification of Job Readiness


Social Security Administration’s (SSA) Region IX Selective Placement Program assists qualified individuals with disabilities to obtain employment under the Schedule A hiring authority (appointments for individuals with severe physical disabilities, psychiatric disabilities, or mental retardation).  

Key Requirements:

· US Citizenship is required

· Schedule A eligible and Certification of Job Readiness

· Background and/or Security Investigation required 

· Selective Service registration required for male applicants, unless exempt 

· Selectees are required to serve a two-year trial period
How does the Selective Placement Program work?
Answer:  When you submit your application for the Selective Placement Program, we will review your Schedule A eligibility, Certification of Job Readiness and your qualifications for your desired position(s).  If you meet all requirements, you will be placed into the Selective Placement Program.  When a desired position becomes available at a location you have indicated, we will submit your application to that office for the hiring official’s consideration.  
Are all applicants with disabilities eligible for appointment under Schedule A (5 CFR 213.3102(u))?
Answer:  No, the rule applies only to those individuals with severe physical disabilities, psychiatric disabilities, or mental retardation.  Eligibility for appointment under this authority is based on the severity of the impairment.
What is a Certification of Job Readiness?
Answer:  Certification of Job Readiness is a statement or letter from a licensed medical professional or vocational rehabilitation specialist that states you are likely to succeed in the performance of the duties of the position(s) for which you are applying.  Certification from any other source will not be accepted.  The certifier will need a copy of the key competencies and description of duties (located on pages 2 and 3 of this document) to make their determination. Certification of Job Readiness can be combined in the same document as your Proof of Schedule A letter.  A sample Schedule A Letter/Certification of Job Readiness can be found on page 5 of this document.
Since SSA provides disability benefits, what document(s) are considered proof of Schedule A eligibility for an individual receiving SSDI and/or SSI disability benefits?
Answer:  A Benefit Verification Letter dated within the last 30 calendar days is considered proof of a disability.  The letter must clearly indicate that the benefits received are for disability; and you must be in current pay.  However, a Certification of Job Readiness must come from a licensed medical professional or vocational rehabilitation specialist; therefore it is advisable that your Schedule A letter come from the same source.
Is a SSA “Ticket-to-Work” document acceptable as the sole proof of Schedule A eligibility?
Answer:  No.  A "Ticket-to-Work” is not acceptable proof of an applicant’s current SSDI and/or SSI disability benefits payment status; therefore a “Ticket-to-Work” is not acceptable as proof of Schedule A eligibility
	To be considered for these positions, you must:
1. Have a Schedule A eligibility letter from a licensed medical professional or vocational rehabilitation specialist.  

2. Have a Certification of Job Readiness.

3. Be qualified for the position.

The licensed medical professional or vocational rehabilitation specialist who signs off on the Certification of Job Readiness will need a copy of the key competencies and description of duties below in order to make their determination. 


Key Competencies For All Positions:

1. Ability to communicate orally and in writing with the general public on a continuous basis

2. Ability to analyze complex policies, procedures and other technical information

3. Ability to organize and prioritize multiple tasks

4. Ability to use technology and automation tools

General Descriptions of Duties:

Contact Representatives (SR/TSR/TST/OA) (entry level – GS-5/6/7)

Contact Representatives provide a full range of assistance to beneficiaries and inquirers in person, by phone and by correspondence regarding all programs administered by the Social Security Administration.  Explains technical provisions, elicits relevant facts, provides advice and/or resolves problems with eligibility and benefits being paid under retirement, survivors, disability and Medicare insurance programs; the Black Lung program; and Supplemental Security Income (SSI).  Furnishes information to inquirers about work incentive provisions, compliance with the various beneficiary reporting requirements and/or submitting appropriate reports to continue, suspend or terminate monthly payments. 

· Service Representatives (SR) work in each of our 160+ field offices within SSA’s Region IX, and have face-to-face contact with the public.  
· Teleservice Representatives (TSR) work in each of our six Teleservice centers within SSA’s Region IX.  
· Technical Support Technicians (TST) work in the Processing Center Operations (PCO) located in Richmond, CA.
· Contact Representatives (OA) work in each of our 20+ Office of Disability, Adjudication, and Review (ODAR) offices located within SSA’s Region IX.  
The length of the training course for these positions is eight or nine weeks.  Contact Representatives (SR/TSR/TST) can advance to the GS-8 grade level, and Contact Representatives (OA) can advance to the GS-7 grade level.  Career advancement for these positions can be to the Benefit Authorizer, Claims Authorizer, or Claims Representative.

Debtor Contact Representatives (entry level – GS-5/6)

Debtor Contact Representatives perform technical and clerical duties involving contacting debtors for the purpose of examination, collection, control, documentation and disposition of overpayments against all SSA administered programs through incoming calls to the SSA 800 number, and outgoing calls directly to the debtors.  Debtor Contact Representatives use many computer resources including the SSA administered software, the Internet and over the counter software to answer debtor's questions, input decisions, and locate debtors.

Debtor Contact Representatives work in the Debt Management Section at the Processing Center Operations (PCO) located in Richmond, CA.  The training course for this position is eight or nine weeks.  GS-6 is the full performance level.  Career advancement can be to other Contact Representative positions, or Benefit Authorizer position.
Benefit Authorizer (Legal Administrative Specialist) (entry level – GS-5/7)
Benefit Authorizers work with the public via phone or mail regarding benefit and payment amounts for various Social Security programs.  Responsible for making final determinations on the full range of post-adjudicative actions, entitlement and nonentitlement to benefits, continuing entitlement to benefits, and updating beneficiary records, making sure that payment is made to the beneficiary, and preparing correspondence to beneficiaries regarding their benefits.  
Benefit Authorizers work at the Processing Center Operations (PCO) located in Richmond, CA.  A nine-month classroom-training program prepares you for the duties.  Benefit Authorizers can advance to the GS-9 level.  Career advancement can be to the Post-Entitlement Technical Expert, Claims Authorizer or Claims Representative position.

Claims Authorizer/Claims Representative (Social Insurance Specialist) (entry level – GS-5/7)

Claims Representatives and Claims Authorizers assist the public in person, by mail, and by phone to obtain, clarify, and verify information about individual applicants' initial and continuing eligibility for Social Security benefits.  Examine evidence to evaluate its validity and acceptability in establishing entitlement to benefits, and, when necessary, take the required developmental action to insure that all available relevant evidence has been obtained.  Finalize, adjudicate and authorize benefit payment. 

· Claims Representatives work in each of our 160+ field offices in the SSA’s Region IX.  
· Claims Authorizers work in the Processing Center Operations (PCO) located in Richmond, CA.  
A six-month training program prepares you for the duties.  Claims Representatives and Claims Authorizers can advance to the GS-11 level.  Career advancement can be to a Technical Expert or Supervisor for SSA programs.

Disability Specialist (Social Insurance Specialist) (entry level – GS-7)

Disability Specialists review and take action on Title II and XVI disability claims submitted within the initial claims, appeals and continuing disability review process.  Take action on favorable disability administrative law judge, appeals council, and court case decisions.  Serve as a Processing Center disability resource person on medical and non-medical issues on a wide range of disability claims at all levels of appeals.  

Disability Specialists work at the Processing Center Operations (PCO) located in Richmond, CA.  A three-month classroom training program prepares you for the duties.  Disability Specialists can advance to the GS-11 level.  Career advancement can be to the Disability Processing Specialist, Supervisor or Manager position.
Case Technician (Legal Assistant) (Office Automation) (entry level – GS-4/5/6)

Case Technicians provide legal, technical, and clerical support to Administrative Law Judges and other technical/professionals positions in the processing of disability and non-disability cases at the administrative appeal level.  Review and analyze a wide variety of medical and legal documentation, records and evidence.  Responsible to perform a wide range of actions in support of pre- and post-hearing case development, including composing correspondence to request medical reports from physicians, hospitals, claimants' representatives, etc., and to prepare responses to written inquiries on cases.  

Case technicians work in each of our 20+ Office of Disability, Adjudication, and Review (ODAR) offices located in SSA’s Region IX.  GS-6 is the full performance level.  Career advancement can be to a Contact Representative (OA) or a Senior Case Technician.
Senior Case Technician (Legal Assistant) (entry level – 5/6/7)

Senior Legal Assistants provide legal and technical support to Administrative Law Judges and other technical and professional positions in the processing of entitlement cases pursuant to Titles II, XVI, and XVIII of the Social Security Act, as amended, at the administrative appeals level.  Responsible for developing and processing requests for hearing cases from their receipt in the office to completion, independently performing a wide range of case development actions, and processes more complex hearing cases where analysis of pertinent issues and interpretation of the provisions of the laws, regulations, rulings, precedents, policies, procedures and guidelines relative to the cases is necessary.


Legal assistants work in each of our 20+ Office of Disability, Adjudication, and Review (ODAR) offices located in SSA’s  Region IX.  GS-8 is the full performance level.  Career advancement can be to a Paralegal Specialist.

Qualifications:

Qualification requirements for each position can be found at the following link:  SPP Qualifications
Required Documents:

Resumes/Applications:  You must submit a resume/application in addition to providing supporting documents and answering the questionnaire.  If you submit one and not the other, you will not be considered.  Submit a chronological resume (work experience/skills should be listed under each job title with the most recent position listed first).  In your resume, you must include dates of employment for each job listed (month/day/year) as well as the average number of hours worked per week (40 hours, 20 hours).  If this information is not provided, it may affect the rating you receive. 

Work Experience:  If you claim you have work experience, which meets the qualification requirements, your resume or application must support that claim.  Provide a detailed description of your duties.
Education:  If you are qualifying based on education, submit a copy of your transcripts with the course title, number of credits, grade, and date of completion.  To qualify, education must be from an accredited college or university recognized by the U.S. Department of Education.  If you are selected, you must immediately submit official transcripts.  NOTE:  Education completed in a foreign institution must be certified as equivalent to course work completed at a U.S. college or university.  It is the applicant's responsibility to acquire U.S. Certification and provide it at the time of application.  For a list of Credential Evaluation Services, visit http://www.edupass.org/admissions/evaluation.phtml
Veterans’ Preference:  If you are claiming veterans' preference, submit a copy of your military discharge certificate (DD 214 member 4 copy), official statement of service from your command if you are currently on active duty, or other proof of eligibility.  To be acceptable, the document must show Character of Service.  If you are claiming 10-point veterans' preference, you must also submit an Application for 10-Point Veterans' Preference (SF-15) and the required documentation specified on the reverse of the SF-15.  Preference will be granted based on the documents received.  For more information visit http://www.opm.gov/veterans/html/vetguide.asp
How You Will Be Evaluated:

Your resume and supporting documentation will be compared to your responses to the occupational questionnaire.   If determined eligible, your documents will be reviewed for qualifications.

 

Please ensure you answer all questions and follow all instructions carefully.  Errors or omissions may affect your evaluation.  When answering the questionnaire, remember that your experience and education are subject to verification by investigation.  You may be asked to provide specific examples or documentation of experience or education as proof to support your answers, or you may be required to verify a response by a practical demonstration of your claimed ability to perform a task.  To preview the questions, click the following link: View Assessment Questions
If your application does not support your responses to the questionnaire, or if you are not able to provide verifying documentation on request, it may affect your evaluation or result in your name being removed from further consideration.


How To Apply:

To apply for this position, you must provide a complete Application Package, which includes:

1. Your Résumé, Schedule A Letter and Certification of Job Readiness
2. The Occupational Questionnaire
3. Additional Required Documents (i.e. transcripts, DD-214, etc. – see Required Documents section above)
To begin the application process, click on the following link:  applicationmanager.gov/Login.aspx?VacancyID=817277
You must create an account or log in to your existing Application Manager account.  Follow the prompts to complete the occupational questionnaire.  Please ensure you click the Submit My Answers button at the end of the process.  Note:  To check the status of your application or return to a previous or incomplete application, log in to your Application Manager account.  
To fax supporting documents you are unable to upload, complete the United States Government Application Cover Page using the following Vacancy ID SC817277. Fax your documents to 1-478-757-3144.
If You Cannot Apply Online:
Note:  Our office will not accept any applications submitted via email or standard mail.  

1. View and print the occupational questionnaire: View Occupational Questionnaire, 
2. Print the Form 1203FX to provide your responses to the occupational questionnaire
3. Print the HRC-88 if selecting more than 10 locations; and
4. Fax the completed Form 1203FX, HRC-88 and supporting documents to 1-478-757-3144.
Note:  Do not use a separate fax cover sheet; make sure Form 1203FX is on top of any other documents you are faxing.
What To Expect Next:

Once you have successfully submitted your application materials, you can expect to receive the following email notifications concerning your application status: (1) Receipt of application; (2) Result of qualifications review.

Note:  This program does not guarantee job placement or an interview.  This program is intended to assist applicants be considered for vacancies and for managers to identify Schedule A eligibles for noncompetitive selection.  Applicants are encouraged to visit www.usajobs.gov to also apply for vacancies competitively for possible concurrent consideration.    
Benefits:

Social Security offers a comprehensive benefits program that you can customize for your individual medical and financial needs.  In addition to traditional "dollars and cents" benefits, we offer a range of benefits to help you balance life with Social Security to life outside work.  
Salary:  
Salaries vary by the duty station.  For salary information, visit OPM’s General Schedule and Locality Pay Tables.
EEO Policy Statement | Reasonable Accommodation Policy Statement | Veterans Information | Legal and Regulatory Guidance
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	CHR-Staffing & Classification Team
Phone: (510)970-8484 
Email: sf.ca.ro.hrc.spp@ssa.gov


SAMPLE SCHEDULE A LETTER/CERTIFICATION OF JOB READINESS

OFFICIAL LETTERHEAD

Licensed Medical Professional

Licensed Vocational Rehabilitation Specialist
Date
This letter serves as certification that (First Name) (Last Name) is an individual with a severe (physical/psychological/intellectual) disability and can be considered for employment under the Schedule A hiring authority uncer 5 CFR 213.3102(u).  He/She is considered severely disabled because of (explain or refer to Standard Form 256 for examples).

I have reviewed the key competencies and description(s) of duties of the (Indicate Position(s)) position(s) and certify that Mr./Ms. (Last Name) is likely to succeed in performing the duties of that/those position(s).

If you have any questions regarding this individual, please contact me at (555)555-5555.

Signature
Title
(Must be on official letterhead and must include a signature)
(REV 01/09/12)
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