POSITION VACANCY ANNOUNCEMENT

Announcement No.: 15-11

Open Date: 08-28-2015
Closing Date: 08-31-2015
Position Title/Series/Grade: Supply Technician
GS-2005 - 4/5
Salary Range: GS-4 $31,069 - $40,393

GS-5 $34,759 - $45,190

Location: Office of the Clerk
Facilities Management Section

Area of Consideration: Only U.S. Citizens
(Excepted Service, At-will Position)

DUTIES: The incumbent of the position serves as a Supply Technician within the Facilities
Management Section of the U.S. Tax Court. Among other duties, the Supply Clerk is
responsible for preparing and coordinating shipments of Court materials and supplies to the
various courtrooms across the country. In addition, the Supply Technician is responsible for
maintaining the supply inventory of the Tax Court, including researching catalogs and preparing
item descriptions so orders may be placed.

The work does require periods of standing, walking, bending, crouching and similar activities
involved with packing, unpacking, and moving trunks on wheels which weigh no more than 150
pounds.

IMPORTANT INFORMATION:

Please note that this position requires a preliminary suitability determination and security
background check, NACI, to include credit check, Federal income tax check and criminal
check that will be conducted for all new hires.

All hires must be current and compliant on their Federal income tax obligations prior to
employment with the Tax Court. Any debt owed for Federal or State income taxes must be
paid in full prior to appointment with the Tax Court. Anyone currently in a payment plan
may not be appointed to the Court until such time that all tax obligations are paid in full.

SCREEN OUT FACTORS: Applicants must be U.S. citizens; Applicants must have a valid
driver’s license, and must be able to meet the physical requirements of the job. These factors are
a prerequisite for employment consideration.



SPECIAL RATING FACTORS: (Knowledge, Skills, and Abilities Required By The Position)
Applicants are required to address each Special Rating Factor providing detailed evidence of the
KSAs (Special Rating Factors) in the form of clear, concise examples of accomplishment and
degree of responsibility.

1. Familiarity with rules, regulations policies and procedures for ordering supplies.
2. Familiarity with automated supply databases.

3. Experience shipping and receiving packages weighing no more than 150 pounds.
4. Experience stocking and retrieving supplies and boxes.

Qualification Requirements:

Applicants must meet all qualification and time-in grade requirements within 30 days of the
closing date of this announcement.

Specialized Experience: Experience which is directly related to the basic duties of the position.
Such experience must have equipped the applicant with the particular knowledge, skill, and
abilities required for successful job performance.

Basis of Rating: This position contains screen out factors (SOF) that are part of the minimum
requirement of the position. If you do not meet the SOF, you are ineligible for further
consideration. If you meet the SOF, your rating will be based on an evaluation of your
experience as it relates to the special rating factors.

How Your Application Will Be Rated: Applicants will be rated using a Category Rating
system. If you meet the eligibility and qualification requirements for this position, you will be
rated on your possession of the competencies listed above. Based on the extent and quality of
your experience, education, and training in relation to these competencies, you will be placed
into one of the following categories:

Best Qualified - Meets the basic qualification requirements and has successful experience in the
same or similar job and has demonstrated superior proficiency in the special rating factors for
this position.

Qualified - Meets the basic qualification requirements.

Documents Required to Apply: In order to be considered for the position, applicants MUST
submit in PDF format a cover letter stating the position to which they are applying and providing
any supplemental information that may be necessary to address the screen out factor and special
rating factors listed in this vacancy announcement. In addition, applicants MUST submit a
resume or USTC-001 (available at www.ustaxcourt.gov), but not both, that reflects how the
applicant’s background and experience correspond to the special rating factors listed in this
announcement. If an applicant fails to provide the information as required, his/her application



http://www.ustaxcourt.gov)

will not be evaluated beyond the basic screening process. The examining Office of Human
Resources (OHR) makes the final determination concerning applicant ratings.

Additional Information:
Employees must complete a 52-week probationary/trial period.

Any male applicant born after December 31, 1959, and subsequently selected for this position
must certify prior to appointment that he is registered for the military selective service. Not
having registered with the selective service may disqualify an applicant from employment
consideration.

Relocation expenses are not authorized for any selected applicant, and any travel expenses
incurred for an interview will not be reimbursed by the Tax Court.

The U.S. Tax Court will provide reasonable accommodation to applicants with disabilities. If
you need a reasonable accommodation for any part of the application process, please notify us.
The decision on granting reasonable accommodation will be on a case-by-case basis.

Application of Preference Eligibles: Preference eligibles will be placed above non-
preference eligibles within each rating category. Preference eligibles who meet the eligibility
and qualification requirements and who have a compensable service-connected disability of
at least 10 percent are listed in the highest quality category, except when the position being
filled is scientific or professional at the GS-9 level or higher.

Special Appointment Authority Information: In accordance with the Veterans
Employment Opportunities Act (VEOA) of 1998, veterans who are preference eligibles or
who have been separated from the armed forces under honorable conditions after 3 years or
more of continuous service may also apply. You must provide documentation of veterans'
preference or military service (e.g., SF-15, DD-214), if applicable.

How to Apply: Applicants must submit all application materials, in PDF format, explained
in this vacancy announcement to:

The United States Tax Court

Office of Human Resources, Room 106
400 Second Street, NW

Washington, DC 20217

Complete application materials must be received in the Office of Human Resources by the
closing date of this vacancy announcement. To ensure that your application materials are
received by the closing date of this vacancy posting, you may fax all your application
materials to (202)521-4568 or email all application materials to
humanresources@ustaxcourt.gov. For additional information, call the Office of Human
Resources at (202)521-4700.

FAILURE TO SUBMIT ALL REQUIRED MATERIALS MAY RESULT IN YOUR
APPLICATION NOT BEING CONSIDERED.



The United States Tax Court is an equal opportunity employer.



