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LOCATION:  This position is located in Ft. Worth, TX
As a Paralegal Specialist trainee, you will:
· Assist in reviewing and investigating administrative tort claims against the Government which involve personal injury and property damages claims.
· Assist property disposal attorney by preparing conveyances, promissory notes, releases, bills of sale, and maintaining accurate record of disposal files/deeds.

· Manages the legal databases for all pending and closed cases to ensure description of legal issues, case citation, effective processing and equitable case distribution.

· Assist legal counsel in performing necessary research and analysis of position, locating and compiling documentary evidence, assembling information and preparing reports arising out of litigation, mistakes in bid, protests, contract claims, appeals and hearings.

· Monitor the status of claims, litigation, Freedom of Information/Privacy Act requests, and other cases being handled by the Office of Regional Counsel for reports.

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, advancement opportunities, a family-friendly workplace, and a comfortable work environment.  GSA employees receive:
· Health and Life insurance.
· Retirement Thrift Savings Plan (a 401k style plan).
· 13 days of paid vacation per year to start.
· Training and development opportunities.
· Flexible work schedule

Federal Career Intern Program
The FCIP is designed to recruit exceptional individuals at the grade 7 and 9 level on the U.S. Government’s General Schedule (GS) pay system.  The program provides formal training and developmental assignments, and offers the opportunity for advancement.  Upon successful completion of the internship program, interns may be eligible for non-competitive permanent placement with GSA at the GS-11 level (current GS-11 salary starts at $60,681). 

This position is a Luevano-covered position.  The Veterans Employment Opportunity Act of 1998 (VEOA), as amended, requires eligible applicants who wish to be considered for a Luevano-covered positions at the GS-7 grade level must take and pass the Administrative Careers With America (ACWA) written exam as part of the qualifications/rating process.  Once assessed, applicants are rated against the merit promotion criteria to determine whether they are among the best-qualified candidates for referral and selection. The 2010 salary at the GS-7 level is $41,002)

Education and Experience Level Requirements for entry level at GS-7 grade:
· Bachelor’s degree with any one of the following:

1. Minimum of 3.0 GPA as computed based on overall education, or as computed based on courses completed during the final 2 years of the curriculum.

2. Minimum of 3.5 GPA based on the average of the required courses completed in the major field or the required courses in the major field completed during the final 2 years of the curriculum.

3. Rank in upper one third of your class or university’s major subdivision (i.e. School of Business).

4. Membership in a National Honor Society (other than freshman honor societies).

5. One full year of graduate level education (18 semester hours or the equivalent) from an accredited college or university, OR
One year of specialized experience equivalent to the GS-5 level in the Federal Service.  Specialized experience is experience that equipped the applicant with the particular knowledge, skills, and abilities to perform successfully the duties of the position and that is typically in or related to the work of the position to be filled.  (Specialized experience includes: the ability to prepare and organize legal documents or other evidence using electronic databases and software programs; and knowledge of civil law, criminal law, and/or appellate procedure.)
With a Masters Degree; you will enter the program at the GS-9 level on the U.S. Governments General Schedule (GS) pay system. The 2010 starting salary at the GS-9 level is $50,154 annually.  Or one year of specialized experience equivalent to the GS-7 level in the Federal Service.  (Specialized experience include work experience listed above and :  Independently conduct research for preparation of legal opinions on matter of interest to the agency and performing substantive legal analysis of requests for information under the provisions of various acts, knowledge of litigation and other legal related work, to include preparation of legal briefs, summaries, deeds, case files and correspondence.)
We are accepting applications for the Paralegal Specialist Intern position from
March 3, 2010 to  March 19, 2010.
Send the following information to R7-Resumes@gsa.gov:
· The position you are applying for: Paralegal Specialist, including the Vacancy ID number 100709FCIP.
· Resume.
· Photocopy of college transcripts (official or unofficial).  If you attended more than one college submit your unofficial transcripts from all schools attended.

· If you are applying as a veteran, submit a copy of your DD Form 214 (member 4) that shows the type of discharge.  If you are claiming a 10-point preference, submit DD-214, Application; for 10-Point Veteran Preference (Standard Form 15), and the documents requested on the SF-15 form.  

Other Information:  

If selected, a background investigation is required and relocation expenses will not be paid.

You must be a U. S. Citizen.

You will be required to sign a Mobility Agreement. 

For assistance contact:

Lorree Mickenhime, HR Asst. 

U.S. General Services Administration

819 Taylor Street, Room 9A00

Fort Worth, TX  76102

Phone:  817-978-3190
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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.








To Apply for the Paralegal Specialist Intern Position





The General Services Administration (GSA’s) mission is to "help federal agencies better serve the public by offering, at best value, superior workplaces, expert solutions, acquisition services and management policies."  GSA consists of the Federal Acquisition Service (FAS), the Public Buildings Service (PBS), and various Staff Offices, including the Office of Congressional and Intergovernmental Affairs (OCIA).  Eleven Regional Offices extend GSA’s outreach to federal customers nationwide. This position is located in the Office of Regional Counsel, which is responsible for providing legal assistance and guidance for regional associates in all areas, including procurement, contract administration, litigation, leasing, disposal, ethics, and personnel.
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Find Your Career as a Paralegal Specialist Trainee (FCIP)


Vacancy ID # 100709FCIP
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