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JOB ANNOUNCEMENT
Job Title: Posting Date: Serial No.:
Manager October 28, 2025 138-25
Department/Division: Closing Date: Announcement No.:
Health November 17, 2025 | 138-25
Posti :

Type of Position: osting Type ) Pay Grade and Salary Range:
Temporary Appointment Employment Opportunity/ GS-14/819,567 - $55,057p.a

porary App Open to the Public ! ,E27p-a.

General Description:

This position serves as the primary financial officer to support federal program operations within
the Emergency Preparedness & Response Division of the Department of Health. Will work with
program managers as well as the DOH main office personnel and the various offices in the ASG
to provide a full range of program services. Primary responsibilities include, but are not limited
to, accounts receivable, accounts payable, procurement, treasury (grants), processing of invoices
and travel expenses reports, payroll, and other general office support. This position works to
provide supervision over the Administrative Assistant | of the Emergency Preparedness &
Response division.

Key Duties and Responsibilities:
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Design, manage, and continuously improve the PHEP training and exercise program.

identify training needs through assessments, gap analyses, and after-action reports.

Develop annual training and exercise plans that meet PHEP cooperative agreement

requirements.

Coordinate and deliver in-person, virtual, ang hybrid training sessions and workshops.

Manage training logistics, including scheduling, materials, registration, and evaluation.

Collaborate with subject matter experts to develop and update training content.

Lead the planning, execution, and evaluation of tabletop, functional, and full-scale

exercises.

Ensure exercise is aligned with HSEEP methodology. Write and disseminate after-action

reports and improvement plans and track corrective actions.

Serve as the point of contact for emergency preparedness training across the department.
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Collaborate with jurisdictional health departments, hospitals, emergency management,
and other emergency preparedness partners.

Represent the department at training-related workgroups, task forces, and planning
committee.

Ensure all training and exercise activities meet grant requirements and national
preparedness standards.

Maintain accurate records of training conducted, participation, and outcomes.

Prepare reports and documentation for CDC and other funding.

Perform other job-related duties as assigned.

Knowledge, Skills, and Ability:
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Ability to work with a complex population of varying cultural backgrounds,
temperaments and intellectual capacities in non-judgmental and confidential manner.
Ability to work efficiently under stress.

A thorough knowledge of the general Territorial Disaster Action Plan (TDAP) is required
for candidates to effectively discharge the responsibilities of the position.

Prior experience and knowledge in emergency preparedness (in real world events and
disasters) by a candidate for this position works to shorten the learning period and
should positively be considered in the final choice for the position.

Ability to define problems, collect data, establish facts, and draw valid conclusions.
Ability to interpret an extensive variety of technical instructions in written or diagram
form and deal with several abstract details, concentration and alertness, rapid decision
making.

Requires attention to detail, concentration and alertness, rapid decision making.
Requires working under deadlines or pressure.

Requires flexibility to work under changing requirements.

Must be comfortable in public speaking situations.

Ability to adjust work pace to workload: to perform complex and varied tasks: to relate
to people: to influence people: to generalize and, to accept and carry out responsibilities
for decision making and planning.

Ability to work with a complex population of varying cultural backgrounds,
temperaments and intellectual capacities in non-judgmental and confidential manner.
Ability to work sufficiently under stress.

Academic and Experience Requirements:
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Applicant must have a master degree plus 3 years of relevant work experience OR
bachelor degree from an accredited college or university plus 5 years of relevant work
experience, 3 years of supervisory capacity.

Years of progressively responsible working experience may be substituted for a portion
of the academic requirement.

Salary will be adjusted according to experience.
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Complete information concerning this vacancy may be obtained from the Personnel Division
of the Department of Human Resources, or please contact the Recruitment unit at 633-4485.

Fa’afetai tele,
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Titixgalii Dr. Asenati letitaia Sa’au-Umi
Director, Department of Human Resources
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