WEST VIRGINIA MILITARY AUTHORITY
1703 COONSKIN DRIVE
CHARLESTON, WYV 25311-1085

POSITION VACANCY ANNOUNCEMENT
ANNOUNCEMENT NUMBER: WVMA 120804

OPENING DATE: 24 AUG 11 CLOSING DATE:_01 Sep 11
LOCATION: WEST VIRGINIA MILITARY AUTHORITY, 1703 COONSKIN DR.
CHARLESTON, WV 25311

JOB TITLE: MA Administrative/Operations Manager 3
Functional Title: Office Manager - Critical Infrastructure
Planning/Executive Officer — Special Programs

SALARY RANGE: $$51,360 - $85,272

How to Apply: Anyone interested in applying for this position must submit a
completed WV Military Authority Application and resume to: WV Military
Authority, 1703 Coonskin Drive, Charleston, WV 25311-5000.

Applications may be obtained from the West Virginia Military Authority, 1703
Coonskin Drive, Charleston, WV 25311-1085.

NATURE AND SCOPE OF WORK

Under administrative direction, performs complex and sensitive managerial and technical
work in overseeing the day-to-day work of the Task Force for Emergency Readiness
(TFER) and Critical Infrastructure Planners as part of the state objective of strengthening
and supporting catastrophic disaster and emergency planning across all levels of
government. Major responsibility is held for assisting in the design and implementation
of special programs involving the West Virginia National Guard and other
agencies/organizations. Oversees the work of TFER and Critical Infrastructure Planners;
assigns and evaluates the work of professional planners; signs timesheets; plans and
coordinates work assignments; coordinates planning work on disaster preparedness and
emergency response operations with Federal Emergency Management Administration
(FEMA), Corps of Engineers and other local/state/federal agencies. Performs and
oversees high level planning on statewide disaster and emergency response operations
with an emphasis on cross-sector, multi-jurisdictional and interagency cooperation;
interfaces with National Guard Bureau, West Virginia Military Authority, Division of
Homeland Security and Emergency Management and other state and federal agencies on
statewide disaster and emergency response operations. Develops contingency plans to
advance local, state and federal capabilities for the prevention, response and mitigation
based on various disaster and emergency scenarios. Applies process engineering



techniques to projects and special programs involving the WVNG and the Authority.
Ensures that effective processes are in place regarding the authority, funds, resources and
manpower used in special programs and/or projects. Performs related work as required.

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of West Virginia National Guard personnel, organization, missions and
resources.

Knowledge of National and State homeland security policy, the National Response
Framework (NSF) and the Incident Command System (ICS).

Knowledge of State-level emergency management planning practices and response
operations.

Knowledge of civil and military planning methods and techniques related to emergency
preparedness and response.

Knowledge of project management principles, methods and techniques.

Ability to lead multidisciplinary teams in the development of comprehensive and
complex planning documents.

Ability to effectively apply organizational skills and project management principles to
projects involving cross-sector, civil-military emergency management groups and other

stakeholders.

Ability to work in a diverse, multi-tasking environment requiring prioritization of tasks
and deadlines.

Ability to establish effective working relationships with a wide variety of professionals
and officials in the public and private sectors and with military officers.

Ability to read and comprehend complex information and documents relating to the
duties assigned.

Ability to communicate effectively with a wide variety of officials in Federal, State and
local governments, military staff and private sector officials.

Ability to use personal computers and software packages appropriate for the required
duties.

Ability to express ideas clearly and effectively orally and in writing.



MINIMUM QUALIFICATIONS

TRAINING: Bachelor’s degree from an accredited four-year college or university.
Preference may be shown to applicants with any of the following: (1) a degree in
emergency management, public safety, public policy, program/project management or
related field , (2) completion of advanced military education equivalent to completion of
a Command and Staff college program, (3) professional certification in emergency
management or related field or (4) completion of formal training in joint operations
training or civil-military support.

SUBSTITUTION: Experience as described below may substitute for the required
training on a year-for-year basis.

EXPERIENCE: Five years of paid experience in emergency management, joint
operations planning, law enforcement or comparable military experience.

SPECIAL REQUIREMENTS _

1. Position is contingent upon receipt of continued Department of Defense funding.

2. This position falls under the West Virginia Public Employees Retirement System
(PERS).

3. CONSIDERATION WILL BE GIVEN TO ALL QUALIFIED APPLICANTS
WITHOUT REGARD TO RACE, COLOR, RELIGION, SEX, NATIONAL
ORIGIN, POLITICS, AGE, MEMBERSHIP OR NON-MEMBERSHIP IN AN
EMPLOYEE ORGANIZATION.

4. STATE POSITIONS ANNOUNCED BY THE ADJUTANT GENERAL ARE
AT-WILL EMPLOYMENT POSITIONS. THE TERM AT-WILL
EMPLOYMENT MEANS THAT THE EMPLOYEE MAY BE TERMINATED
AT ANY TIME WITHOUT CAUSE.

5. MUST BE ABLE TO OBTAIN AND MAINTAIN A SECRET SECURITY

CLEARANCE.

ES A. HOYE
jor General, WVARNG
e Adjutant General



