GS-0342- 5/7'

Pleasant Grove Ranger District

Uinta-Wasatch-Cache National Forest

The Pleasant Grove Ranger District is seeking a high energy, high performing individual to
become a member of our District Leadership Team as our Support Services Specialist.
Considered by many to be the most important position on a Ranger District, the Support
Services Specialist is a highly valued position that is integral to the administrative success of the
Forest Service.

About the Individual
We are looking for an individual who:
e Has strong interpersonal skills
e Has a positive customer service attitude and good work ethic
e Has strong organizational skills
e s ateam player who enjoys working with others to accomplish a common goal
e [s a self-starter, enjoys a challenge and has excellent problem-solving skills
e Has the ability to cope well with changing direction, multiple priorities, and a fast-paced
work environment

e Has the ability to work well with diverse groups of people

About the Job

The Pleasant Grove Ranger District is home to the American Fork Canyon recreation complex,
the Alpine Loop Scenic backway, and hosts over a million visitors annually. Maintaining services
and facilities for visitors and providing the full spectrum of recreational opportunities requires
an annual temporary workforce of almost 40 employees for the Recreation Program alone.
Combined with other resource areas on the District (Botany/Weeds and Fire Management) the
Support Services Specialist is critical in assisting district staff with personnel and administrative
support for a permanent and temporary workforce of up to 70 employees.



Duties include but are not limited to:

Exercising the full range of supervisory duties for subordinates including setting
performance standards, work planning, work scheduling, and defining priorities.
Purchasing supplies, equipment, and services through open market purchase by blanket
agreement, cash or official credit card in support of district business needs.

Providing advice, guidance, and assistance to district staff in the use of various
automated programs, policies and processes with Human Resources, Procurement, and
Budget and Finance operations.

Ensuring comprehensive customer service and information for members of the public,
permittees, and internal customers.

Development and maintenance of resource records and/or other official files for the
unit.

Working with district staff to review project expenditures and ensuring allocations are
not exceeded, surpluses are identified, and procurements meet organizational
requirements.

About the Place
The district office is located in the City of Pleasant Grove, Utah. Pleasant Grove is nestled
against the Wasatch Mountains on the east side of Utah Valley within Utah County. Utah Valley

is home to nearly 500,000 residents and hosts a number of full-service communities, all within

reasonable driving distance of the office.

For more information:

About Utah Valley

About Cities within Utah County

About Utah

About the Uinta-Wasatch-Cache National Forest
http://fsweb.uinta.r4.fs.fed.us/ (intranet)
http://alturl.com/3wqgdx (Facebook)
https://twitter.com/UWCNF (Twitter)
http://www.fs.usda.gov/uwcnf (internet)

If you are interested in joining our team please complete the attached Outreach Form and

return it to Jon Stansfield jstansfield@fs.fed.us by Close of Business on Tuesday September 8,

2015.

Additional questions about the position can also be directed to Jon Stansfield at 801-796-4881
or via email at jstansfield @fs.fed.us.
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Name:

Email Address:

Mailing Address:

Telephone:

Agency Employed With:

Type of Appointment (if current gov’t employee or reinstatement eligible):
Current Location, Position:

Your Qualifications and/or Interest in this position (a brief description):

Please email Outreach Response and Statement of Interest to Jon Stansfield, District Ranger at
jstansfield@fs.fed.us by September 8, 2015. Questions about the position can also be directed
to Jon at 801-796-4881




