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Grants and Program Support Intern (OA), GS-0303-00
The following job is on the Department of Justice, Office of Justice Programs website. If you are interested in applying please login to the Department of Justice, Office of Justice Programs jobs site at: http://www.avuedigitalservices.com/dojojp/applicant.html
Once you have logged in, please enter the code VDGAB into the "Reference Code" field in the top right on the screen.

VACANCY ANNOUNCEMENT
EMPLOYER: Department of Justice, Office of Justice Programs
LOCATION: Washington, Dist of Columbia
SALARY RANGE: N/A
CLOSE DATE: 11/28/2011
ANNOUNCEMENT NUMBER: JP-12-999 VOL
OPENING DATE: 11/07/2011
NUMBER OF VACANCIES: Many
AREA OF CONSIDERATION: US citizens
WORK SCHEDULE: Full Time
TIME LIMIT: Temporary
CONTACT NAME: Constance Jones
CONTACT PHONE NUMBER: 202-616-8663
CONTACT EMAIL: Constance.Jones2@usdoj.gov
NOTES:
Are you interested in working for a cutting edge agency with a mission to improve public safety and the fair administration of justice? If so, the Department of Justice (DOJ), Office of Justice Programs (OJP) is seeking high performing individuals to serve as the Grants and Program Support Intern. For more than 20 years, OJP has effectively provided leadership in developing the nation's capacity to prevent and control crime, improving the criminal and juvenile justice systems, increasing knowledge about crime and related issues, and assisting crime victims. OJP continues to be the premier resource for the nation's criminal and juvenile justice communities. OJP's role is to work in partnership with the justice community to identify challenges confronting the justice system and to provide state-of-the-art information, training, funding, and innovative approaches and strategies for addressing those challenges. 
While engaging in professional development and experiential learning activities, interns will have an opportunity to research and analyze statistical data that support project recommendations for grant services. Additionally, participants in the OJP Summer Intern program will engage in experiential learning and summer enrichment seminars hosted on a weekly basis. The summer enrichment seminars provide the interns with a broad breadth of understanding of the activities of the federal city (e.g. tours of the Supreme Court, Congress and other federal buildings/monuments); enhance familiarity with the Office of Justice Programs and other components within the Department of Justice; and educate them on OJP partner agencies. Activities will include lecture series, tours, conference participation and discussion groups on current topics related to criminal justice and public service. For more information on OJP, please refer to http://www.ojp.usdoj.gov/. 
Interested students will be given an opportunity (on the "Applicant Information" screen) to select up to four (4) OJP organization(s) you wish to be considered. Descriptions of these organizations are found below.
Since this is an on-line application process, faxed or emailed applications will not be accepted. Applications and supporting documentations (e.g., DD-214 and college transcripts) must be RECEIVED BY THE CLOSING DATE of this announcement. To be referred for this position, you must be currently attending, or are enrolled to attend, classes on at least a half-time schedule as defined by your educational facility. A copy of your college transcript must be submitted with your on-line application. 
ORGANIZATIONAL DESCRIPTIONS:
The Office of the Assistant Attorney General sets policy and priorities, coordinates the activities of the Bureaus and Offices, and ensures that OJP policies and programs reflect the priorities of the President, the Attorney General, and the Congress. 
The Bureau of Justice Assistance supports law enforcement, courts, corrections, treatment, victim services, technology, and prevention initiatives that strengthen the nations criminal justice system. 
The Bureau of Justice Statistics collects, analyzes, publishes, and disseminates statistical information on crime, criminal offenders, crime victims, and criminal justice operations. 
The Community Capacity Development Office promotes comprehensive strategies to reduce crime and revitalize communities. CCDO helps communities help themselves, enabling them to reduce violence and drug crime, strengthen community capacity to increase the quality of life, and promote long-term community health and resilience. 
The National Institute of Justice is the research and evaluation arm of the Department of Justice, and is dedicated to researching crime control and justice issues. 
The Office of Juvenile Justice and Delinquency Prevention provides national leadership, coordination, and resources to prevent and respond to juvenile delinquency and victimization by supporting states and communities in their efforts to improve the juvenile justice system. 
The Office for Victims of Crime works to enhance Americas capacity to assist crime victims by helping to change attitudes, policies and practices by supporting a wide range of activities using the Crime Victims Fund, such as victim compensation and assistance services. 
The Sex Offender Sentencing, Monitoring, Apprehending, Registering, and Tracking Office assists states, local governments, tribal governments, and other public and private entities in relation to sex offender registration, notification, and other measures for the protection of the public from sexual abuse or exploitation. 
The Office of Audit, Assessment, and Management ensures financial grant compliance and auditing of OJPs internal controls to prevent waste, fraud, and abuse; conduct programmatic assessments of DOJ grant programs; and serve as a central source for grant management policy. 
The Office of Administration serves as the principal advisor to the Assistant Attorney General for OJP on matters involving human resources, contracting and procurement, property and space management, and the maintenance, safety, and security of facilities.
The Office of the Chief Financial Officer serves as the principal advisor to the Assistant Attorney General for OJP on matters involving fiscal policy guidance and control, and supports accounting, budgetary, financial and grants management, and claims collection services. 
The Office of the General Counsel provides legal advice and guidance on all agency operations and on a variety of diverse legal questions arising under grants, contracts, and statutes and regulations governing the expenditure of federal grants or contract funds. 
The Office of Communications works to develop and implement a strategic communications plan in support of the OJPs priorities. The three OCOM teams work with OJP bureaus and offices to coordinate communication and activities with the Congress, Media, & Stakeholders. 
The Office of the Chief Information Officer provides information technology leadership, guidance, and implementation that advances the OJPs mission, improves management effectiveness and ensures effective internal controls. 
The Office of Equal Employment Opportunity oversees three program areas that work together to promote a work environment that is fair, diverse, and free of harassment: Affirmative Employment (including outreach, EEO training and education), Special Emphasis Programs, and Discrimination Complaint Processing. 
The Office for Civil Rights ensures that recipients of financial assistance from OJP, and Office of Community Oriented Policing Services (COPS) are not engaged in prohibited discrimination and to secure prompt and full compliance with all civil rights laws and regulations.
Performs work related to the gathering and development of materials, and reporting of activities in support of the technical projects of an organization.
Performs office automation work requiring the use of software applications and computer equipment. Prepares correspondence, reports, technical documents, graphs/charts, forms, and other office support materials.
ADDITIONAL REQUIREMENTS:
I certify that I can type 40 words per minute. (Check the box if you possess this skill). 
I am currently attending, or are enrolled to attend, classes on at least a half-time schedule as defined by your educational facility and a copy of my college transcript is attached to this application. (Check the box if the preceding conditions are true). 
MINIMUM FEDERAL QUALIFICATION REQUIREMENTS:
Qualifying experience includes one (1) year of general experience in clerical, office, or other work which indicates ability to acquire the particular knowledge and skills needed to perform the duties of the position, or two (2) years of education above the high school level. Examples of general experience are performing reception duties, such as answering business calls and/or greeting visitors, providing information, and taking messages; performing general clerical duties, such as filing, typing, or maintaining straightforward records; or using common office machines or equipment such as personal computers, copying machines, or fax machines.
SUBSTITUTION OF EDUCATION FOR EXPERIENCE: The experience requirements level may be met by completion of two full years of full-time academic study in an accredited business, secretarial or technical school, junior college, college, or university.
COMBINING EDUCATION AND EXPERIENCE: Equivalent combinations of successfully completed post high school education and general experience may be used to meet the total experience requirements.
PROFICIENCY REQUIREMENT: Applicant must be able to type 40 words per minute.
OTHER SIGNIFICANT FACTS:
The Department of Justice is an Equal Opportunity Employer. Except where otherwise provided by law, there will be no discrimination because of color, race, religion, national origin, politics, marital status, disability, age, sex, sexual orientation, membership or non-membership in an employee organization, or on the basis of personal favoritism.

The Department of Justice welcomes and encourages applications from persons with disabilities and is firmly committed to satisfying its affirmative obligations under the Rehabilitation Act of 1973 to ensure that persons with disabilities have every opportunity to be hired and advanced on the basis of merit within the Department.
The Department provides reasonable accommodation to applicants with disabilities. If you need a reasonable accommodation for any part of the application and hiring process, please notify the servicing specialist listed in the vacancy announcement. The decision on granting reasonable accommodation will be made on a case-by-case basis.
As a condition of employment, all male applicants born after December 31, 1959, must have registered for the selective service. If selected for this position, the applicant must sign a statement certifying his registration, or the applicant must demonstrate exempt status under the Selective Service Law.
Applicants must be U.S. citizens or nationals.
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