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Education and Experience Requirements

Basic Level Requirements:

For entry level at GS-4 level – minimum Education requirements
· 2 academic years above high school study OR Associates degree
All applicants must meet the following requirements

You are eligible under the Student Educational Employment Program if you are: 
A student enrolled or accepted for enrollment as a degree-seeking student (diploma, certificate, etc.) 
- At least the minimum age required by Federal, state or local laws and standards governing the employment of minors, 
- Taking at least half-time academic or vocational and technical course load in an accredited high school, technical or vocational school, 2-year or 4-year college or university, graduate or professional school
 A U.S. citizen or a national (resident of American Samoa or Swains Island). Non-citizens may be eligible for employment if: 
1. permitted by a Federal agency's appropriation act, and 
2. eligible to work under U.S. immigration laws. U.S. citizenship is required for conversion to permanent employment under the Student Career Experience Component. 
Applicant must be able to work 640 hours prior to graduation in order to qualify for this position. 










01/19/2012

The General Services Administration (GSA) provides office and other workspace services for more than one million workers in the Federal Government through its Public Buildings Service (PBS). PBS is also one of the largest and most diversified public real estate organizations in the world, with over 8,600 assets and almost 354 million square feet of rentable space across all 50 states, 6 U.S. territories, and the District of Columbia.

As a Student Trainee – Co-op in Building Management, you will:
· Learn about the various policies, programs, and disciplines within GSA and how these functions relate to Building Management.
· Provide assistance in support of the lease administration program. Duties to include but are not limited to establishing lease files, updating of files as needed, assisting in preparing various reports and letters, etc 

· Provide assistance in support of the front desk operations. Duties include but are not limited to answering inquiries from customers, receiving visitors, miscellaneous filing, and providing a variety of information and directing inquiries to appropriate personnel in the organization. Answer general questions requiring knowledge of the organization's functions.
· Provide assistance in support of the budget program. Duties to include but are not limited to assisting the Reimbursable Work Authorization (RWA) clerk in the processing and organization of documentation in support of the RWA program, assisting the Asset Manager and/or the Federal Space Manager in the processing and organization of documentation in support of the federal space program, etc
· Provide assistance in support of the custodial and mechanical program. Duties to include but are not limited to assisting with building inspections, assisting in preparing various inspection reports, organizing and filing of submittals from contractors in support of the two program areas, etc.

· Provide assistance in support of the customer service program. Duties include but are not limited to assisting property managers with tenant complaints, perform follow up calls to ensure items are corrected to tenants satisfaction, assisting with various building related events and functions, etc.
· Perform other related duties as assigned. 
We’re looking for . . . 

Individuals who are currently enrolled or accepted for enrollment as a degree seeking student (diploma, certificated, etc). Individuals need to be able to be flexible and adaptable while working in a fast paced environment. 
Benefits
Recently named by the Partnership for Public Service as one of the “Best Places to Work in the Federal Government,” GSA provides comprehensive training, generous benefits, fast-track advancement opportunities, a family-friendly workplace, and a comfortable work environment.  Students are eligible for :
· Annual and Sick leave
· Eligible for Health Benefits after 1 year of service
· Flexible Schedule


School and Work – A Rewarding Combination!!





CLOSING DATE – February 2, 2012





How to Apply:��Applicants must submit ALL of the following:��1. Resume �2. Proof of eligibility (i.e. official transcripts, diploma, certificate, etc.) �3. Proof of current enrollment





Please email resume to mari.foster@gsa.gov





Copies of official transcripts and proof of eligibility can be mailed attention to:�


Mari Foster�GSA PBS�819 Taylor Street�Room 14B06�Fort Worth, Texas 76102











Trainee Positions Open for the following location:


819 Taylor Street


Fort Worth, Texas











Find your career as a 	Student Trainee – Co-op 


Building Management





“Gain valuable work experience while you are still in school……and get paid for it!!”





Find your career as a 


						GSA Building Management Specialist





You can do that here!





Consideration will be given to all qualified applicants without regard to race, color, creed, national origin, sex, non-disqualifying disability, marital status, age, religious affiliation, sexual orientation, or membership or non-membership in an employee organization.  GSA provides reasonable accommodations to applicants with disabilities.  If you need a reasonable accommodation for any part of the application or hiring process, please notify us immediately.  The decision on granting reasonable accommodation will be on a case by case basis.                                                                                                                01/19/2012











