
 OUTREACH NOTICE 
Mark Twain National Forest 

Salem, MO 
“Caring for the Land and Serving People” 

 
CUSTOMER SERVICE REPRESENTATIVE GS-0303/5 

The Mark Twain National Forest (USDA – Forest Service) will soon be filling a GS-
0303 Customer Service Representative (CSR) position.  This is a permanent 
position with a duty station of Salem, Missouri.  This notification is being circulated 
to inform prospective applicants of this upcoming opportunity and to determine 
the level of interest in this position. 

The duty station for this position is located in Salem, Missouri at the Salem Ranger 
District office. 

Interested applicants are encouraged to contact:  Lonetta Welch, Support Services 
Specialist at 573-729-6656, or at lwelch@fs.fed.us.  Interested candidates will be 
contacted when the vacancy is announced, at a date to be determined after 
January 20, 2017. 

Interested candidates are encouraged to obtain/create a USA Jobs profile and 
prepare their resume in that format. The vacancy will be advertised at USAJOBS 
(website at https://www.usajobs.gov/). 

Office of Personnel Management Qualifications:  Complete qualification 
requirements for this position can be found in the Office of Personnel Management 
(OPM) Operating Manual for Qualification Standards for General Schedule 
Positions, which is available from any Federal Government Personnel Office and 
OPM (website at https://www.opm.gov/policy-data-oversight/classification-
qualifications/general-schedule-qualification-standards/0300/miscellaneous-clerk-
and-assistant-series-0303/). 

Time-in-Grade Requirement: If you are a current or former federal employee 
and applying for a promotion opportunity, you must have 52 weeks of Federal 
service at the next lower grade in the normal line of progression for the position 
being filled.  This requirement must be met within 30 days of the closing of this 
announcement.  

Major Duties: This position is located on a Forest Service unit where the 
incumbent:  greets visitors and responds to phone, Email and written inquiries; sells 
maps, America the Beautiful Passes, and Off-Highway Vehicle Permits; arranges 
displays of informational materials in the reception area; reads and keeps apprised 
of organizational and Agency-wide directives and procedures; preparation and 
processing of correspondence, reports and forms; hard-copy and electronic filing; 
mail procedures; refers difficult, technical, or special questions to the appropriate 
staffs; uses word processing software and printing equipment to create, copy, edit, 
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store, retrieve, and print a variety of standardized documents using a glossary of 
prerecorded formats, form letters, standard paragraphs, and mailing lists; uses 
databases or spreadsheets to enter, revise, sort, calculate, and retrieve data for 
standard reports. 

Physical Requirements: 

The work regularly involves long periods of sitting and working at a computer 
terminal/monitor.  Other physical requirements will involve standing, squatting 
and lifting. 

About the Forest: 

Mark Twain National Forest is made up of six ranger districts, mainly located in the 
southern third of the state.  The Forest Supervisor’s Office is located in Rolla, 
Missouri.  The Forest contains approximately 1.5 million acres, comprised mainly 
of upland hardwoods and some associated shortleaf pine.  A full range of 
vegetation and recreation management activities on the forest include timber 
harvest and regeneration activities, TSI, prescribed fire, developed and dispersed 
recreation, and mining. 

For more about the Mark Twain National Forest, visit website at 
https://www.fs.usda.gov/mtnf. 

About Salem, Missouri: 

Salem, Missouri has a population of approximately 4,500 and is located in south 
central Missouri about 2 hours from St. Louis, Springfield, Columbia and Jefferson 
City.  Salem is the County seat for Dent County.  

Houses, apartments and duplexes are available for sale and rent.  Prices range 
$50,000-$100,000 for 2-4 bedroom homes.  No government housing is available.  
Several full-service banks are located in town. 

There are 4 elementary level rural school districts (K-8th).  Salem R-80 school 
district has grades K-2 (lower elementry), 3-6 (upper elementry), 7-9 (junior high) 
and 10-12 (senior high).  Students attending the County Schools transfer to 
Salem’s R-80s schools for their junior and senior years.  Other schools in the area:  
Southwest Baptist University College in Salem and in Rolla, MO, there is Missouri 
University of Science and Technology, Metro Business College, Webster University, 
and Rolla Technical.   

Salem is home to many churches, including Catholic, Methodist, Christian, Baptist, 
Church of Christ, Assembly of God, Lutheran, Church of Latter Day Saints and 
many more. There are a variety of civic and social clubs such as Salem Lions Club, 
Fraternal Order of Eagles, American Legion, Rotary Club, Knights of Columbus, 
and SOLVE.  

Salem Memorial District Hospital is a comprehensive medical health facility.  The 
hospital also has a long-term care center.  There are several physicians in the 
area, as well as dentists, optometrists and chiropractors. There are a few licensed 
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daycare centers in the area.  Private in-home childcare and baby-sitting are also 
available.  There are a limited number of childcare providers who watch newborns 
and infants.   

The Chamber of Commerce office is located at 410 North Main, P.O. Box 385, 
Salem or can be reached by telephone at 573/729-6900 or web site at 
www.salemmissouri.com/chamber.   

The City Park offers lighted community tennis courts, baseball and softball fields, 
playground equipment and picnic shelters.  There are youth baseball, football, and 
soccer programs.  There is also FFA and Scouting programs.  Salem also has a 
nine-hole private golf course and country club. 

Outdoor activities such as backpacking, hiking, fishing, horseback riding, boating, 
and hunting are available at a number of surrounding state parks, state lands, 
rivers, lakes, Mark Twain National Forest and Ozark National Scenic Riverways.   

Responding to the Outreach Notice: 

If you are interested in this position, please complete and return the attached 
form.  Email it to lwelch@fs.fed.us or mail a hard copy to USDA Forest Service, 
Attn. Lonetta Welch, District SSS, Salem Ranger District, 1301 S. Main, Salem, MO 
6556

The U.S. Department of Agriculture (USDA) prohibits discrimination in all its programs and activities 
on the basis of race, color, national origin, age, disability, and where applicable, sex, marital status, 
familial status, parental status, religion, sexual orientation, genetic information, political beliefs, 
reprisal, or because all or part of an individual’s income is derived from any public assistance program. 
(Not all prohibited bases apply to all programs.) Persons with disabilities who require alternative 
means for communication of program information (Braille, large print, audiotape, etc.) should contact 
USDA’s TARGET Center at (202) 720-2600 (voice and TDD). To file a complaint of discrimination, 
write USDA, Director, Office of Civil Rights, 1400 Independence Avenue, S.W., Washington, D.C. 
20250-9410, or call (800) 795-3272 (voice) or (202) 720-6382 (TDD). USDA is an equal opportunity 
provider and employer.  
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 OUTREACH NOTICE 
Mark Twain National Forest 

Potosi, MO 
“Caring for the Land and Serving People” 

 
Customer Service Representative 

Series/Grade: GS-0303-4/5 
Location: Salem Ranger District, Salem, MO 

 
If you are interested in this position, please complete this form by February 3, 2017 and send it to: 

E-mail to: Lonetta Welch  lwelch@fs.fed.us 

Mail to: USDA Forest Service, 1301 South Main St., Salem, MO 65560-2452 

Fax To: 573/729-2867 ATTN: Lonetta Welch   

Job Duty Location: Eastern Region, Region 9, Mark Twain National Forest, Salem Ranger District 

PERSONAL  INFORMATION 

Name: Date:  

Mailing Address  

 

E-mail Address  

 

Phone:  Work: Home: 

 

Are you currently a Federal employee? Yes No  

Permanent? Temporary? TERM? VRA? PWD? OTHER?  

Current Title/Series/Grade: 

Agency Employed with and location: 

How did you learn about this job opening? 

 

Thank you for your interest! 
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