The Unrversity of Guam does wol diseriminate o e basies of sex, mce, color, religion,
nabinial or ellugie origin, disalility wrelnled o job requirements, age (exeept as
permitled by lawe), citizenship stafus, marital status, or political affiliation. Furthermore, the
Usttoersity of Guam does not discriminate o the basis of sex i e admission to or
coiplogment in its educational programs or activities

ANNOUNCEMENT

December 30, 2019

THE UNIVERSITY OF GUAM SOLICITS APPLICATIONS TO ESTABLISH A LIST OF ELIGIBLES
FOR THE FOLLOWING LIMITED TERM APPOINTMENT, FEDERALLY FUNDED PART-TIME
POSITION, (SUBJECT TO THE AVAILABILITY OF FUNDS):

Announcement No. 031-20
Position Title
EXTENSION ASSISTANT I
Hourly Rate: Opening Date: December 30, 2019
UGPP/1:-01 $10.14 Per Hour — UGPP/1-07 $12.67 Per Hour Closing Date:  January 13, 2020
Location:
College of Natural & Applied Sciences/Houschold Income Expenditure Survey

MINIMUM QUALIFICATION:

High school diploma or GLD and no vears relevant and related work experience.

PREFERRED QUALIFICATIONS:
® Lixperience working on survevs.
e (_SPro efficient.

QUALIFICATIONS REQUIRED:

Pursuant to Public Law 26-87 as amended by Public Law 29-113, all future emplovees of any position within the
government of Guam will be required at minimum to possess one ot the following:

1. A high school diploma; or

. Successful complenon of General Fducation Development (GLED) Test; or

. The equivalent of a general education high school program: or

[ S

4. Successful completion of a certification program, from a recognized accredited or certified vocanonal technical
institution, in a spectalized field for the job.

KNOWLEDGE, ABILITIES, AND/OR SKILLS:
Knowledge and skill in Microsoft Office applications. Knowledge and skill in tabler software. Ability to utilize Google
Larth.

CHARACTER OF DUTIES;

The Extension Assistant 1 will compute and analyze data using formulas and computer software, check source dara o
verify completeness and accuracy, and enter data into computers for use in analvses or reports. The Lxtension Assistant [
will compile reports, charts, and graphs that describe and interpret findings of analyses. The Extension Assistant I will
process HIES related information such as, compiling, coding, categorizing, tabulating, and auditng data, The Extension
Assistant 1 will analyze research data, check data for recording crrors, compile the data or documentation and enter
mformadon mto a database,

EDUCATION:
Applicants claiming degrees or credit hours are required to have an original or certified copy of the documents (e.g.
teanscripts, high school diploma or GED certification) accompany the application.

WORK ELIGIBILITY:

Submission of completed jols applications authorizes the University of Guam o seck and obtain mformation regarding
the applicant’s suntability for employment. Al factors which are job related may be invesugated (e previous
employment, educational credentials, and criminal records).  All informanon obrained may be used to determine the
applicant’s eligibility for emplovment n accordanee with equal emplovment opportuniey puidelines.  In additon, the
applicant releases previous emplovers and job related sources from legal liability for the information provided.

Secuon 25103, Chapter 25, Tide 10 of the Guam Code Annotated requires college or university employvees to undergo a
physical examinaton, to mclude a test for berculosts (skin or x-ray), prior o emplovment and atr least annually
thereafter. A report of such exammation must be conducted by a bicensed physician within a state or termory of the
Unired States and must be submitted upon request.

Federal law requires presentation of eligibility to work in the United States within seventy-two (72) hours of reporting for
emplovment. Specifically, 8 USC 1324 requires the emplover to verify the identity and celigibility to work in the United
States of all newly hired employees. The University of Guam is required to comply with this law on a non-diserimimatory
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EXTENSION ASSISTANT I # 031-20

basis, If you are hured to fill a posinon withm the University of Guam, vou will be required to present valid documents to
comply with the law.

POLICE AND COURT CLEARANCE:

Pursuant to Pubhic Law No. 28-24 and lixecurive Order No. 2005-34, applicants selected for a position are required to
provide original police and court (Supertor Court of Guam) clearances of no more than three (3) months old prior to
commencement of emplovment. Off-island applicants must obrain clearances from their place of residence. Applicants
are responsible for fees associated with obtaining the clearances.

HOW TO APPLY:

Applicants must submit a Government of Guam Applicaton Form to the Human Resources Office, focated at the
Administration Building, between 8:00 am. 1o 5:00 p.m. Monday through Thursday, and 8:00 a.m. to 1:00 p.m. on Friday
except holidays. .\pplic:ltinns may be obtained from this office, or the IR website: heep:/ /www.nog.edu/hro (under
Forms). Requests for applicatons may be directed to the following address: Tluman Resources Office, University of
Guam, UOG Station, Mangilao, Guam 96923, [For further informaton, please call 735-2350/1.

UNIVERSITY INFORMATION:
Information on the University's campus seeurity and fire safety may be acecessed at | {under
Links).

THE UNIVERSITY OF GUAM IS AN EQUAL OPPORTUNITY EMPLOYER AND PROVIDER:

The University of Guam complies with Public Law 24-109 1 reference to the provisions and requirements of the
Amertcans with Disabilities Act. Assistance in FEO/AIDA matters and inquiries concerning the application of Tite IN
and its implementing regulatons mav be referred to the Universitys Director, IO and Tide IX/ADA Coordinator,
located at the EEO/ADA Office, Dorm I1, Iva Hami Fall, Room 106, lelephone No. (671} 735-2244; T1Y (671) 735-
2243; or to the Office of Civil Righes (OCR).

JOSEPH B. GUMATAOTAO
Acting Chief Human Resources Officer

Extension Assistant | 12/30/19
Approved by Acting CHR0O 12/36G/19
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