&

Jacksonville, Florida

BLOUNT ISLAND COMMAND

MARINE CORPS SUPPORT FACILITY BLOUNT ISLAND

Position Title: Support Services Assistant GS-0303-7

Job Opportunity Direct Hire Authority (DHA) Local Flyer

Job Announcement Open: 05/19/ 2025

Salary Range:

Appointment Type:
Work Schedule:
Relocation Expenses:

Location(s):

Job Announcement Closes: 05/23/ 2025

$ 49,960 - $ 64,952*

PERMANENT

FULL-TIME

MAY BE AUTHORIZED JACKSONVILLE,

FLORIDA

*OPM Pay & Leave (Salary Table 2025-RUS)

As a Support Services Assistant at Blount Island Command (BICmd) you will be responsible for Performing a variety
of clerical, administrative and technical duties/responsibilities in support of management with the intent of
accomplishing the administrative requirements of the organization to which assigned; therefore, contributing to the
efficient and effective accomplishment of the objectives of the overall organization. This also includes processing
and reviewing all categories of Military personnel activities to include Files and Directives, Separations, Temporary
Additional Duty (TAD), Permanent Change of Station (PCS), Marine Online (MOL), Accountability Reporting,
Visa/Passport administrative processing, Unit Diary Marine Integrated Personnel System (UDMIPS) and Document
Tracking Management System (DTMS).

Submitting your resume:
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Employer’s Name and Address

Your Job Title

Start and End Date (Month/Year)

Your duties, skills, and accomplishments
Hours worked per week (Full/Part Time)
If applicable, Pay Plan, Series and Grade
Level (e.g. GS-0346-13)
Training/Certification hours

It is highly recommended to use the USAjobs resume builder as a tool for writing your resume. (www.USAjobs.gov)
Omit Personally Identifiable Information (Pll) from your resume (i.e. SSN, DOB, Age, Race, etc.)

Send a copy of your transcripts, if applicable. Unofficial transcripts are acceptable.

Your work experience must include:

> It is recommended that your work experience

include:
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Salary (yearly)

Currency of your salary

Salary rate (i.e. bi-weekly, monthly,
annually, etc.)

Whether or not we may contact your
supervisor



http://www.usajobs.gov/

U Conditions of Employment / Eligibility:
v' Must be a U.S. Citizen.

Must be 18 years of age.

Males born after 12/31/1959 must be registered for Selective Service.

Must be able to pass a background check and meet suitability requirements.

Must be able to obtain and maintain an interim and/or final security clearance prior to entrance on

duty.

O THIS IS A DIRECT HIRE ANNOUNCEMENT. Section 1125 of the National Defense Authorization Act for
Fiscal Year 2017 authorizes the Secretary of Defense to recruit and appoint qualified candidates directly
to positions in the competitive service at any domestic Defense Industrial Base Facility or Major Range
and Test Facilities Base. Competitive rating and ranking of applicants are not required under the Direct
Hire process.

O Military Retirees. Within the Department of Defense (DoD), the appointment of retired military
members within 180 days immediately following retirement date to a civilian position is subject to the
provisions of 5 United States Code 3326.

O Qualifications: Applicants will be rated in accordance with the OPM Qualification Standards. You must
meet any minimum experience or training requirements per OPM qualifications standards and show
through experience and training that you possess the quality level of knowledge and skills necessary to
perform the duties of the position at the level for which applying. Qualifications requirements emphasis
is on the quality of experience, not necessarily the length of time. (Classification standards can be found
at www.opm.gov).

O How you will be evaluated: You will be evaluated for this job based on how well you meet the
qualifications above. Your submitted resume will be used to determine your qualifications, experience,
and eligibility for a potential interview.
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Application Process: Please send your resume and applicable supporting documents to:

BlountlslandHiring@usmc.mil. One selection may be made from this action. You must reference the following

position title, Support Services Assistant GS-0303-7, in the subject line of your email. This email box is used for
all job flyers, so the position title is important when applying. Resumes and application will not be reviewed or
accepted should the position title as shown above is not in the subject line of the email. Note: It is the

applicant's responsibility to verify that all information in their resume is legible and accurate. HR will not modify

documents submitted by an applicant.
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