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The University of Guam does not discriminate on the basis of sex, race, color, religion, national or ethnic 

origin, disability unrelated to job requirements, age (except as permitted by law), citizenship status, 

marital status, or political affiliation. Furthermore, the University of Guam does not discriminate on the 

basis of sex in the admission to or employment in its educational programs or activities. 

 

A N N O U N C E M E N T 
 August 29, 2023 

THE UNIVERSITY OF GUAM SOLICITS APPLICATIONS TO ESTABLISH A LIST OF ELIGIBLES FOR 

THE FOLLOWING LIMITED TERM APPOINTMENT, FEDERALLY FUNDED FULL-TIME POSITION 

(SUBJECT TO THE AVAILABILITY OF FUNDS): 

 Announcement No. 093-23 

Position Title 
EXTENSION ASSOCIATE II 

 
Salary Range: Opening Date: August 29, 2023 
UGPP/M-01 $40,762.00 - UGPP/M-18 $71,844.00 Closing Date: September12, 2023 
 
Location: 
College of Natural & Applied Sciences (CNAS)/Cooperative Extension Service (CES)/Western Pacific Tropical 
Research Center (WPTRC) 

 
MINIMUM QUALIFICATION: 
Bachelor's Degree with five (5) years relevant and related work experience; or Master's Degree with no related work 
experience. 
 
NECESSARY SPECIAL QUALIFICATION: 
Must have a valid driver’s license. 
 
QUALIFICATIONS REQUIRED: 
Pursuant to Public Law 26-87 as amended by Public Law 29-113, all future employees of any position within the 
government of Guam will be required at minimum to possess one of the following: 
1. A high school diploma; or 
2. Successful completion of General Education Development (GED) Test; or 
3. The equivalent of a general education high school program; or 
4. Successful completion of a certification program, from a recognized accredited or certified vocational technical 

institution, in a specialized field for the job. 
 
CHARACTER OF DUTIES: 
The Extension Associate II will prepare purchase orders and send copies to suppliers and to the departments originating 
such requests.  Compare suppliers' bills with bids and purchase orders to verify accuracy.  Maintain, and review purchasing 
files, reports, and price lists.  Verify shipments when they arrive to ensure orders have been filled correctly and that goods 
meet specifications.  Compare prices, specifications, and delivery dates to determine the best bid among potential 
suppliers.  Review requisition orders to verify accuracy, terminology, and specifications.  Calculate costs of orders and 
charge or forward invoices to appropriate accounts.  Maintain knowledge of organizational and governmental rules 
affecting purchases and provide information about these rules to organization staff members and to vendors.  The 
Extension Associate II will contact suppliers to schedule or expedite deliveries and resolve shortages, missed or late 
deliveries, and other problems.  Will track the status of requisitions, contracts, and orders, and will respond to customer 
and supplier inquiries about order status, changes, or cancellations.  The Extension Associate II will prepare invitation-
for-bid forms (IFB) and mail forms to supplier firms or distribute forms for public posting.  Monitor in-house inventory 
movement and complete inventory transfer forms for bookkeeping purposes.   
Assists in updating policies, procedures, flow charts, and organizational charts using required software for CNAS, as 
requested.  Answers inquiries from employees and the public concerning job announcements, job requirements, or any 
other inquiries.  Assists in the update and audit of the CNAS HR employee master listing to keep abreast of staff and 
faculty, in relation to new hires, employment renewals, performance evaluations, promotions, resignations, terminations, 
and maintains records of such files using human resources management software, as required.  Sends out notice to staff 
and their supervisors for timely submission of staff evaluations.  Prepares technical reports, compiles data, and 
spreadsheets, as required.  Perform related duties as required. 
 
KNOWLEDGE, ABILITIES AND/OR SKILLS: 
Knowledgeable in Microsoft Office applications, Adobe Sign, WebAdvisor, and Ellucian Colleague (formerly Datatel 
Colleague); knowledgeable of the laws, policies and procedures and other regulations pertaining to procurement of 
supplies, materials, and equipment; knowledge of modern purchasing practices, procedures, and shipping methods; 
knowledge of the sources for supplies and the market price trends; knowledge of the specialized supply needs for 
departments; knowledge of government of Guam employment laws, labor laws, federal employment and labor laws, 
mandates, and guidelines; ability to write specifications and prepare bids; ability to work effectively with employees and 
the public; ability to communicate effectively, orally, and in writing; ability to supervise the work of others, as required; 
ability to maintain records and prepare technical reports and flow charts, as necessary. 
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