FECHA:
PLAZO DE ADMISION:

LUGAR DE ADMISION:

PUESTO DE CONFIANZA

COBERTURA DE VACANTE

NUM ANUNCIO: CV-12-16/MJ

20 NOVIEMBRE 2015
27 NOVIEMBRE 2015

OFICINA DE RECURSOS HUMANOS, EDIFICIO 1, TELEFONO 727-1643

O
CONTROL DE LA BASE AEREA DE MORON DE LA FRONTERA

NO. DE PLAZAS A CUBRIR: UNA (1)

GRUPO PROFESIONAL: 3

CATEGORIA LABORAL: JEFE/A ADMINISTRATIVO/A

TITULO: HUMAN RESOURCES SPECIALIST (BENEFITS)

NIVEL: EA-09 (ENTRENAMIENTO) (*)

DEPARTAMENTO/ACTIVIDAD: OFICINA DE RECURSOS HUMANOS

SALARIO: 2.662,55 EUROS

JORNADA LABORAL: 40 HORAS SEMANALES DE CARACTER REGULAR DE LUNES A VIERNES

(*) REQUISITOS MINIMOS:
ESTUDIOS: TITULO DE TECNICO ESPECIALISTA O DE TECNICO SUPERIOR EN CUALQUIER

RAMA O FAMILIA PROFESIONAL DE ADMINISTRACION O RELACIONADA CON LA
VACANTE

Y
EXPERIENCIA: UN ANO DE EXPERIENCIA ESPECIALIZADA EQUIVALENTE AL NIVEL INFERIOR,
EA-7, (EXPERIENCIA QUE PROVEA AL CANDIDATO CON LOS CONOCIMIENTOS,
HABILIDADES Y APTITUDES QUE SEAN PROPIAS DE LA VACANTE O ESTEN
RELACIONADAS CON ELLA Y QUE PERMITAN AL CANDIDATO DESARROLLAR
SATISFACTORIAMENTE LAS FUNCIONES DEL PUESTO)

INGLES: COMPLETO DOMINIO DEL IDIOMA

FUNCIONES DEL PUESTO: Eltitular de este puesto es el experto en el Programa de Ultramar de la Oficina de Recursos
Humanos en Rota facilitando guia y consejo en prestaciones y derechos del personal civil USA a la llegada y salida del
pais, relacionados con Foreign Transfer Allowance (FTA), Temporary Quarters Substistence Allowance (TQSA),
Temporary Quarters Subsistence Expense (TQSE), Post Allowance (PA), Living Quarters Allowance (LQA) para el
alquiler y compra de vivienda (Privately Owned Quarters — POQ). Realiza una extensa busqueda y analisis para
aconsejar con exactitud a los empleados. Es responsable de ejecutar reconciliaciones de FTA, TSQA y LQA. Usard el
Department of State Standardized Regulations (DSSR), Joint Travel Regulation (JTR) y/o politicas del Departmento de
Defensa y Departmento de la Navy. Revisa, analiza e interpreta las regulaciones aplicables de viaje pertinente a los
empleados civiles USA en ultramar. Procesa todas las prestaciones y reclamaciones remitiendo la documentacién
requerida a las oficinas apropiadas. Responsable de revisar todos los calculos de las reconciliaciones para exactitud
usando el Defense Civilian Personnel Data System (DCPDS). Se asegura que el Foreign Allowances Application, Grant
and Report, SF-1190 del empleado esta completo y firmado. Es responsable de revisar los tours rotaciones incluyendo
la determinacién de acuerdo de transporte, aplicabilidad de la limitacion de 5 afios del Departamento de Defensa y
derecho a recolocacion. Facilita informacién en una amplia gama concerniente a todos los aspectos de programas
tales como Federal Employees Health Benefits (FEHB), Thirft Savings Plan (TSP), Federal Employees Group Life
Insurance (FEGLI) y jubilacion.

(*)SEGUN EL ARTICULO 7.9 DEL Il CONVENIO COLECTIVO: “CON ANTERIORIDAD AL PROCESO DE COBERTURA EXTERNA DE VACANTES,
LAS FUERZAS ARMADAS NORTEAMERICANAS PUEDEN, DISCRECIONALMENTE, CUBRIR LAS VACANTES A UN NIVEL INFERIOR COMO
PLAZAS DE ENTRENAMIENTO PARA POTENCIAR LA PROMOCION DEL CANDIDATO SELECCIONADO. LOS SELECCIONADOS SERAN
ASCENDIDOS TRAS UN ANO DE ENTRENAMIENTO, SOLO S| CONSIGUEN ALCANZAR LA CUALIFICACION REQUERIDA PARA EL NIVEL
SUPERIOR”.

ES DECIR, MIENTRAS EL CANDIDATO SELECCIONADO CUBRA ESTE PUESTO (EA-9), SE IRA FAMILIARIZANDO CON LOS PROGRAMAS DE
LA ORGANIZACION Y SUS RELACIONES CON OTRAS ORGANIZACIONES PARA LOGRAR DESARROLLAR SATISFACTORIAMENTE TODAS
LAS OBLIGACIONES DEL PUESTO Y ADQUIRIR LOS CONOCIMIENTOS, HABILIDADES Y APTITUDES NECESARIAS AL NIVEL DE “HUMAN
RESOURCES SPECIALIST (BENEFITS), EA-11.

DURANTE EL PERIODO DE ENTRENAMIENTO, SE REVISARA DE MANERA MAS INTENSA EL TRABAJO REALIZADO. CUANDO EL EMPLEADO
CUMPLA CON LA FORMACION, LAS CUALIFICACIONES Y LOS REQUISITOS DE CLASIFICACION Y CONSIGA DESARROLLAR EL TRABAJO
AL NIVEL EA-11, PODRA SER ASCENDIDO SIN NUEVO ANUNCIO.



SISTEMA DE SELECCION: CONCURSO-OPOSICION

FASE DE OPOSICION: PRUEBAS Y PUNTUACION DE LAS MISMAS:

ESTA PRUEBA CONSISTE EN 10 PREGUNTAS SOBRE LA GESTION DE RECURSOS HUMANOS RELACIONADA CON LAS PRESTACIONES Y
DERECHOS DEL PERSONAL CIVIL USA. INFORMACION DE REFERENCIA SE PUEDE OBTENER EN:
http:/Awww.gsa.gov/portal/ext/public/site/FTR/file/FTR302TOC.html/category/21869/hostUri/portal,
http:/Awww.defensetravel.dod.mil/Docs/perdiem/JTR.pdf; https://aoprals.state.gov/content.asp?content_id=231&menu_id=78
https://portal.secnav.navy.mil/orgs/MRA/DONHR/Benefits/Pages/default.aspx

CADA PREGUNTA SE PUNTUARA CON 10 PUNTOS.

LOS CANDIDATOS QUE OBTENGAN UNA PUNTUACION INFERIOR A 80 NO SERAN CONSIDERADOS PARA LA FASE DE MERITOS.

LA DURACION DE LA PRUEBA SERA DE 60 MINUTOS.

SISTEMA DE SELECCION: CONCURSO DE MERITOS

MERITOS A CONSIDERAR Y BAREMO DE LOS MISMOS

MERITOS ACADEMICOS (MAXIMO 40 PUNTOS) — LAS TITULACIONES NO SON ACUMULATIVAS

30 PUNTOS POR ESTAR EN POSESION DEL TITULO DE TECNICO ESPECIALISTA O DE TECNICO SUPERIOR O SEGUN NOTA (*) SEIS
MESES ADICIONALES A LA EXPERIENCIA ESPECIALIZADA MINIMA EXIGIDA

35 PUNTOS POR ESTAR EN POSESION DE TITULACION UNIVERSITARIA DE GRADO MEDIO

40 PUNTOS POR ESTAR EN POSESION DE TITULACION UNIVERSITARIA DE GRADO SUPERIOR

MERITOS PROFESIONALES (MAXIMO 40 PUNTOS)

5  PUNTOS POR CADA ANO DE EXPERIENCIA ESPECIALIZADA CON LAS FUERZAS DE LOS EE.UU. (SI SE LE HAN CONVALIDADO MERITOS
ACADEMICOS POR EXPERIENCIA DEL TOTAL DE ANOS ACREDITADOS, SE LE DESCONTARAN SEIS MESES).

3 PUNTOS POR CADA 6 MESES O FRACCION SUPERIOR, SIN LLEGAR AL ANO DE EXPERIENCIA ESPECIALIZADA CON LAS FUERZAS DE
LOS EE.UU.

4 PUNTOS POR CADA ANO DE EXPERIENCIA ESPECIALIZADA EN OTRA EMPRESA

2 PUNTOS POR CADA 6 MESES O FRACCION SUPERIOR SIN LLEGAR AL ANO DE EXPERIENCIA ESPECIALIZADA EN OTRA EMPRESA

3 PUNTOS POR CADA ANO DE EXPERIENCIA ANALOGA CON LAS FUERZAS DE LOS EE.UU.

1 PUNTO POR CADA 6 MESES O FRACCION SUPERIOR SIN LLEGAR AL ANO DE EXPERIENCIA ANALOGA CON LAS FUERZAS DE LOS
EE.UU.

2 PUNTOS POR CADA ANO DE EXPERIENCIA ANALOGA EN OTRA EMPRESA

Y% PUNTO POR CADA 6 MESES O FRACCION SUPERIOR SIN LLEGAR AL ANO DE EXPERIENCIA ANALOGA EN OTRA EMPRESA

INGLES (MAXIMO 15 PUNTOS) OTROS MERITOS (MAXIMO 5 PUNTOS)

A DETERMINAR POR EL TRIBUNAL DE SELECCION A DETERMINAR POR EL TRIBUNAL DE SELECCION

PODRAN ACCEDER A CONCURSO LOS EMPLEADOS QUE HABIENDO SUPERADO EL PERIODO DE PRUEBA, REUNAN LOS
REQUISITOS MINIMOS ESTABLECIDOS EN ESTA CONVOCATORIA.

LOS ASPIRANTES SELECCIONADOS A UNA VACANTE DE CATEGORIA O NIVEL INFERIOR, DEBEN ACEPTAR EL SALARIOY
CATEGORIA LABORAL DE DICHO PUESTO.

(*) AQUELLOS CANDIDATOS QUE NO POSEAN LOS ESTUDIOS MINIMOS REQUERIDOS DEBERAN ACREDITAR SEIS MESES
ADICIONALES DE EXPERIENCIA ESPECIALIZADA.

PODRIA ACREDITARSE COMO EXPERIENCIA ESPECIALIZADA LOS ESTUDIOS UNIVERSITARIOS DE GRADO SUPERIOR O MEDIO
DIRECTAMENTE RELACIONADOS CON LA VACANTE. EN ESTE CASO, ES IMPRESCINDIBLE ADJUNTAR COPIA DEL EXPEDIENTE
ACADEMICO.

LA EXPERIENCIA OBTENIDA FUERA DE LAS ACTIVIDADES DE LAS FUERZAS DE LOS EE.UU. DEBERA ACREDITARSE
OBLIGATORIAMENTE ADJUNTANDO A LA SOLICITUD CERTIFICADO DE EMPRESA (MOD. PR), CONTRATOS O NOMINAS E INFORME
VIDA LABORAL DE LA SEGURIDAD SOCIAL.

PARA ACCEDER A ESTA CONVOCATORIA, TODOS LOS CANDIDATOS DEBEN CUMPLIMENTAR LA SOLICITUD DE
COBERTURA DE VACANTE, FACILITADA POR LA OFICINA DE RECURSOS HUMANOS ANTES DE LAS 16:00 HRS DEL DIA DE
CIERRE DEL ANUNCIO.

ESTE PUESTO REQUIERE QUE EL TITULAR POSEA UN COMPLETO DOMINIO DEL IDIOMA INGLES. LA SECCION REFERIDA A
EXPERIENCIA DE LA SOLICITUD DEBE SER CUMPLIMENTADA EN INGLES.

EL INCUMPLIMIENTO DE ESTOS REQUISITOS PODRA SER CAUSA DE EXCLUSION DE ESTA COBERTURA DE VACANTES.

LA OFICINA DE RECURSOS HUMANOS PUBLICARA EN EL PLAZO DE 7 DIAS HABILES A LA FECHA DEL CIERRE DEL ANUNCIO, LA LISTA DE
CANDIDATOS ADMITIDOS Y EXCLUIDOS DE CONFORMIDAD CON LOS REQUISITOS EXIGIDOS EN LA CONVOCATORIA



POSITION OF TRUST

TRANSLATION

FILLING OF VACANCIES

ANNOUNCEMENT #: CV-12-16/MJ

DATE: 20 NOVEMBER 2015

DEADLINE: 27 NOVEMBER 2015

ADMISSION PLACE: HUMAN RESOURCES OFFICE, BUILDING 1, PHONE # 727-1643
SA%RON AIR BASE GATE

NO.OF VACANT POSITIONS: ONE (1)

PROFESSIONAL GROUP: 3

LABOR CATEGORY: ADMINISTRATIVE CHIEF

TITLE: HUMAN RESOURCES SPECIALIST (BENEFITS)

LEVEL: EA-09 (TRAINEE) (*)

DEPARTMENT/ACTIVITY: HUMAN RESOURCES OFFICE

MONTHLY SALARY: 2,662.55 EUROS

WORKING HOURS/WORK WEEK: REGULAR 40 HOURS PER WEEK FROM MONDAY TO FRIDAY

(*) MINIMUM REQUIREMENTS:

EDUCATION: VOCATIONAL SCHOOL 2ND GRADE DEGREE OR SUPERIOR TECHNICIAN IN
ANY ADMINISTRATIVE BRANCH OR ANY OTHER OCCUPATION RELATED TO
THE POSITION

AND

EXPERIENCE: ONE YEAR OF SPECIALIZED EXPERIENCE AT THE NEXT LOWER LEVEL, EA-7

(EXPERIENCE THAT HAS EQUIPPED THE APPLICANT WITH THE PARTICULAR
KNOWLEDGE, SKILLS, AND ABILITIES TO PERFORM SUCCESSFULLY THE
DUTIES OF THE POSITION, AND THAT IS TYPICALLY IN OR RELATED TO THE
WORK OF THE POSITION TO BE FILLED)

ENGLISH: FULL COMMAND OF THE LANGUAGE

DUTIES OF THE POSITION: The incumbent of this position is HRO Rota’s Overseas Program expert providing guidance
and advice on allowances, entitlement and differentials for incoming and exiting U.S. civilian personnel related to
Foreign Transfer Allowance (FTA), Temporary Quarters Substistence Allowance (TQSA), Temporary Quarters
Subsistence Expense (TQSE), Post Allowance (PA), Living Quarters Allowance (LQA) for rent and LQA for Privately
Owned Quarters (POQ). Performs extensive research and analysis to accurately advise employees. The incumbent is
responsable for executing FTA, TSQA and LQA reconciliations. The incumbent will use of the Department of State
Standardized Regulations (DSSR), Joint Travel Regulation (JTR) and/or the Department of Defense and Department of
Navy policy. Incumbent reviews, analyzes and interprets applicable travel regulations pertaining to overseas civilian
employment. Processes all overseas allowances and claims forwarding required documentation to appropriate offices.
The incumbent is responsable for reviewing all reconciliations calculations, for accuracy; inputting to the Defense
Civilian Personnel Data System (DCPDS). Incumbent ensures employee’s Foreign Allowances Application, Grant and
Report, SF-1190 are complete and signed. The incumbent responsable for reviewing overseas tours and rotations of
U.S. employees including the determination of transportation agreement, applicability of the DoD 5-year limitation and
entitlement to return rights. Provides a wide range of information concerning all aspects of benefits programs, i.e.,
Federal Employees Health Benefits (FEHB), Thirft Savings Plan (TSP), Federal Employees Group Life Insurance (FEGLI)
and retirement.

(*) PER 1l COLLECTIVE LABOR AGREEMENT, ART.: 7.9: “PRIOR TO EXTERNAL ANNOUNCEMENT OF A VACANT
POSITION, THE U.S. FORCES MAY CONSIDER FILLING A POSITION AT A LOWER LEVEL TO PROVIDE FOR EMPLOYEE
CARRER ADVANCEMENT. SELECTEES WILL BE NON-COMPETITIVELY PROMOTED UPON SUCCESSFUL
COMPLETION OF QUALIFICATION REQUIREMENTS FOR THE TARGET LEVEL, AND COMPLETION OF THE
DESIGNATED TIME PERIOD AT EACH LEVEL”.

THEREFORE, WHILE OCCUPYING THIS POSITION (EA-9), THE EMPLOYEE WILL BECOME SUFFICIENTLY FAMILIAR
WITH THE PROGRAMS OF THE ORGANIZATION AND THEIR RELATIONSHIPS WITH OTHER ORGANIZATIONS TO
SATISFACTORILY PERFORM AND MEET THE KNOWLEDGE, SKILLS, AND ABILITIES FOR THE FULL RANGE OF
DUTIES OF POSITION “HUMAN RESOURCES SPECIALIST (BENEFITS) EA-11” .

MORE INTENSE REVIEW OF THE EMPLOYEE’S COMPLETED WORK WILL APPLY DURING THE DEVELOPMENTAL
PERIOD. WHEN PERFORMANCE, TRAINING, QUALIFICATIONS AND CLASSIFICATION REQUIREMENTS ARE MET, THE
EMPLOYEE MAY BE PROMOTED WITHOUT FURTHER ANNOUNCEMENT



SELECTION SYSTEM: COMPETITIVE EXAMINATION

COMPETITIVE EXAMINATION: TEST AND PUNCTUATION:

THE COMPETITIVE EXAMINATION WILL CONSIST OF 10 QUESTIONS RELATED TO HUMAN RESOURCES MANAGEMENT AS IT RELATES TO
ALLOWANCES, BENEFTIS AND ENTITLEMENTS. REFERENCE INFORMATION CAN BE OBTAINED AT
http:/Awww.gsa.qov/portal/ext/public/site/FTR/file/FTR302TOC .html/category/21869/hostUri/portal,
http://www.defensetravel.dod.mil/Docs/perdiem/JTR.pdf; https://aoprals.state.gov/content.asp?content id=231&menu_id=78
https://portal.secnav.navy.mil/orgs/MRA/DONHR/Benefits/Pages/default.aspx

EACH QUESTION IS 10 POINT.
ANY CANDIDATES WITH THE SCORE OF LESS THAN 80 WILL NOT BE CONSIDERED FOR MERIT PROCESS.
TIME OF EXECUTION WILL BE 60 MINUTES.

QUALIFICATION AND MERIT CHART

SELECTION SYSTEM: MERIT PROGRAM

QUALIFICATION AND MERIT CHART

EDUCATION (MAXIMUM 40 POINTS) THE TITLES ARE NOT ACCUMULATIVES

30 POINTS FOR A VOCATIONAL SCHOOL 2"” GRADE DEGREE OR SUPERIOR TECHNICIAN IN ANY ADMINISTRATIVE BRANCH OR ANY
OTHER RELATED TO THE POSITION, OR IN ACCORDANCE WITH (*) NOTE BELOW, SIX MONTHS OF SPECIALIZED EXPERIENCE IN
ADDITION

35 POINTS FOR A MEDIUM UNIVERSITY DEGREE

40 POINTS FOR A SUPERIOR UNIVERSITY DEGREE

EXPERIENCE (MAXIMUM 40 POINTS)

(3}

POINTS FOR EACH YEAR OF SPECIALIZED EXPERIENCE WITH THE U.S. FORCES (IF EXPERIENCE HAS BEEN CONSIDERED VICE
STUDIES, THE TOTAL PERIOD CREDITED WILL BE DEDUCTED, IN THIS CASE, SIX MONTHS)

POINTS FOR EACH 6 MONTHS OR MORE, BUT LESS THAN A YEAR, OF SPECIALIZED EXPERIENCE WITH THE U.S. FORCES
POINTS FOR EACH YEAR OF SPECIALIZED EXPERIENCE WITH ANOTHER FIRM

POINTS FOR EACH 6 MONTHS OR MORE, BUT LESS THAN A YEAR, OF SPECIALIZED EXPERIENCE WITH ANOTHER FIRM

POINTS FOR EACH YEAR OF EXPERIENCE IN A SIMILAR POSITION WITH THE U.S. FORCES

POINT FOR EACH 6 MONTHS OR MORE, BUT LESS THAN A YEAR, OF EXPERIENCE IN A SIMILAR POSITION WITH THE U.S. FORCES
POINTS FOR EACH YEAR OF EXPERIENCE IN A SIMILAR POSITION WITH ANOTHER FIRM

% POINT FOR EACH 6 MONTHS OR MORE, BUT LESS THAN A YEAR, OF EXPERIENCE IN A SIMILAR POSITION WITH ANOTHER FIRM

NFPWNDW

ENGLISH (MAX 15 POINTS) OTHER MERITS (MAX 5 POINTS)

AT THE DISCRETION OF THE SELECTION PANEL AT THE DISCRETION OF THE SELECTION PANEL

ALL EMPLOYEES, WHO COMPLETED THE PROBATIONARY PERIOD, MEET THE MINIMUM REQUIREMENTS ESTABLISHED ABOVE,
MAY APPLY FOR THIS POSITION.

EMPLOYEES THAT APPLY AND ARE SELECTED FOR A POSITION IN A LOWER LABOR CATEGORY AND/OR LEVEL MUST ACCEPT
THE PAY AND LABOR CATEGORY ASSOCIATED WITH THE NEW POSITION.

(*) THOSE CANDIDATES, WHO DO NOT MEET THE MINIMUM EDUCATION REQUIREMENT, WILL NEED TO HAVE SIX MONTHS IN
ADDITION TO THE SPECIALIZED EXPERIENCE REQUIRED.

EDUCATION AT THE UNIVERSITY LEVEL MAY BE CREDITED AS SPECIALIZED EXPERIENCE, AS LONG AS EDUCATION IS DIRECTLY
RELATED TO THE SPECIALTY OF THE VACANT POSITION. IN THIS CASE, IT IS MANDATORY TO ATTACH A COPY OF THE
TRANSCRIPTS.

ALL EMPLOYEES, WHO COMPLETED THE PROBATIONARY PERIOD, MEET THE MINIMUM REQUIREMENTS ESTABLISHED ABOVE,
MAY APPLY FOR THIS POSITION.

EXPERIENCE IN ANOTHER FIRM MUST BE CREDITED WITH A WORKING LIFE REPORT FROM THE SPANISH SOCIAL SECURITY AND
COPY OF LABOR CONTRACTS AND/OR LABOR STATUS CERTIFICATES (STANDARD FORM MOD. PR) AND/OR PAYROLL
DOCUMENTS.

TO APPLY FOR THIS VACANCY, ALL CANDIDATES MUST COMPLETE THE APPLICATION FOR FILLING THE VACANCIES PROVIDED
BY THE HUMAN RESOURCES OFFICE BEFORE THE 16:00 HRS ON THE CLOSING DATE OF THIS ANNOUNCEMENT .

THIS POSITION REQUIRES THE INCUMBENT TO POSSESS A FULL COMMAND OF ENGLISH. THE EXPERIENCE PORTION OF THE
APPLICATION MUST BE COMPLETED IN ENGLISH.

FAILURE TO COMPLY WITH THESE REQUIREMENTS MAY LEAD TO THE EXCLUSION OF THIS FILLING OF VACANCIES.

THE HUMAN RESOURCES OFFICE WILL PUBLISH WITHIN 7 WORKING DAYS OF THE CLOSING DATE OF THE ANNOUNCEMENT, THE
LIST OF ELIGIBLE AND EXCLUDED CANDIDATES IN ACCORDANCE WITH THE REQUIREMENTS OF THE NOTIFICATION


http://www.gsa.gov/portal/ext/public/site/FTR/file/FTR302TOC.html/category/21869/hostUri/portal
http://www.defensetravel.dod.mil/Docs/perdiem/JTR.pdf
https://aoprals.state.gov/content.asp?content_id=231&menu_id=78
https://portal.secnav.navy.mil/orgs/MRA/DONHR/Benefits/Pages/default.aspx

