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	Outreach Notice
Administrative and Program Support Assistant
GS-0301-09
Permanent, Full-time Opportunity

Northern Research Station
Research and Development
USDA Forest Service 

Durham, NH
	


Introduction
This is an outreach notice for a permanent full-time Administrative Management Specialist position located in the Northern Research Station in Durham, New Hampshire. This notification is being circulated to inform prospective applicants of an upcoming opportunity and to determine the level of interest in the position within and external to the Forest Service.  Respondents will be notified when the job is advertised on www.usajobs.gov. 
Administrative Management Specialist
GS-0301-09
This position is an Administrative Support Specialist responsible for assisting Research Project Leaders in ensuring effective day to day technical and administrative office operations not only at the Durham Lab but across a host of research sites in the northern US. This position is key to effective delivery of research missions across the northern US via coordination and timely assistance across a variety of administrative and management tasks such as budget formulation, purchasing, reporting, property management, external grants, scheduling, and travel. This specialist must be able to categorize and analyze data, write reports, reconcile records, and track administrative processes, deadlines and organizational commitments that enhance delivery of research programs across various research locations to federal, state and local cooperators. This person may serve on special committees or work on special projects in either a leadership or supporting role. 
Community Information
Durham, NH (2010 pop. 14,638) offers the best of both worlds--breathtaking scenery and the slower pace of New England country and small-town life. With the seacoast city of Portsmouth, New Hampshire only 8 miles to the east, Boston, MA 1 hour to the south, and Portland, ME 1 hour to the north, residents have the ability to access the best in arts, culture, and sporting events.
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Durham is home to the University of New Hampshire and some of the best schools and medical services in New England are found in the area.  
From kindergarten to high school, Durham's first-rate Oyster River School system consistently ranks among the best in New Hampshire. Durham boasts separate modern Elementary, Middle/Junior High and High School facilities that provide a full range of academic, athletic and technical studies. Durham public schools spend $8,993 per student. The average school expenditure in the U.S. is $5,691. There are about 12 students per teacher in Durham.
The area also features distinguished private and parochial schools such as Phillips Exeter Academy, St. Thomas Aquinas High School, and Berwick Academy, known nationally and worldwide for their fine programs.
Transportation
Interstate 95 is the primary access to the town from the north and south. State Highway Routes 108, 101, 4 and 33 provide convenient access from adjoining areas.

[image: image2.png]


Transportation facilities within the Durham Area include Amtrak Train service and a bus system that connects the city with Boston, New York City, and Portland, Maine. 
Air transportation offers a number of choices. Boston's Logan Airport, the region’s largest, is 50 miles to the south, and provides both domestic and international passenger service through a variety of carriers. Manchester Airport, 35 miles west, is smaller, sometimes more convenient, and has undergone a $65 million expansion. 
Recreational Opportunities
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There are exceptional opportunities to visit sandy ocean beaches and kayak out of Oyster River and into Great Bay - New Hampshire's unique salt marsh bay and estuary. If you're a history buff, explore old bunkers at Fort Foster in Kittery, Maine, or take a cruise on the Piscataqua to learn about WWII submarines that navigated in and out of the Navy Yard (including the famous "Thresher" that sank off the coast).
In the winter, travel north for some fine skiing in New Hampshire's famous White Mountains or go hiking, camping, and shopping there in the summer (New Hampshire has no sales tax). With gorges, notches, and spectacular views all the way to Canada from some areas, you'll never be disappointed by what awaits you.  

Weather and Climate
Durham, NH, gets 42 inches of rain per year. The US average is 37. Snowfall is 51 inches. The average US city gets 25 inches of snow per year. From late November to March there usually is some snow and ice.  

To a large extent, Durham has a maritime climate.  Spring often comes late due to the colder ocean temperatures and quickly transitions into summer. Autumn is usually long and very pleasant. On average, there are 199 sunny days per year in Durham, NH. The July high is around 83 degrees. The January low is 13.
Housing
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The June 2012 median price of housing within the immediate area of Durham is $289,900. In the adjacent towns of Lee and Madbury (part of the Oyster River School District) the median price of housing is $237,500 and $294,100 respectively. More affordable housing and rentals can be found in nearby communities such as Portsmouth, Dover, Epping, and Rochester NH and Berwick, Maine. 

Further Information
If you are interested in this position, please submit the information requested on the attached Outreach Response Form to the attention of Christopher Woodall, Project Leader Representative cwoodall@fs.fed.us.   If you interested in knowing more about the position you can contact Connie at (603) 868-7638.
Northern Research Station
Outreach Interest for Administrative Support Assistant Durham, NH
Please respond by April 15, 2019
SUBMISSION OF THIS INFORMATION IS VOLUNTARY
Please indicate your interest in this position by completing and submitting this form by email to Christopher Woodall cwoodall@fs.fed.us.  
USDA Forest Service employees may also reply via the Agency outreach data base:   
xxxxx.
Personal Information

Name: __________________________________________
Date: _______________

E-mail Address: ______________________________________________________________

Telephone Numbers: _________________________________________________________

Federal Work History

Are you a current federal employee?


Agency Employed with:  USFS _____   BLM _____   Other __________    
Type of appointment:
Permanent ____Temporary ____ Term ____VRA ___    PWD ____ Other 

Current Duty Station: 
Current Position/Title/Series/Grade: 

Non-federal  Education and Work History

Are you eligible to be hired under any of the following authorities:

____
Persons with Disabilities

____
Veteran






____
Former Peace Corp Volunteer









Are you a student? _______Y/N

If yes, part or full time _____P/F








University: ________________________






Recent Graduate:  ____________Y/N

Degree or Major: _____________
____
Other (explain): ________________________________________________________________

Briefly describe why you will be a strong candidate for this position.
THANK YOU FOR YOUR INTEREST IN THIS CAREER OPPORTUNITY!
