424 Route B
Waite, Guam 26927
Tal: €71.475-6900

Fax: 671.475-8922
GOVLENMENT OF GUAM

RETIREMENT FUND
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JOB ANNOUNCEMENT
"DEPARTMENTAL COMPETITIVE EXAMINATION”

TO ESTABLISH A LIST FOR THE POSITION OF:

RETIREMENT BENEFITS PROGRAM ADMINISTRATOR

SALARY: Open: N-1, $54,918 P/A - N-10, $75,392 P/A
Prom: N-1, $54,918 P/A - N-18, $96,793 P/A

Announcement No; GGRF-24-09

Opening Date: SEPTEMBER 11, 2024
Closing Date: SEPTEMBER 26, 2024

LY: Only permanent, government of Guam employees at the Retirement Fund
can apply. The appointing authority has identified this position as a career developmental
opportunity for her employees pursuant to Rule 4.101.A1

NATURE OF WORK:
Adminislers the programs and activilies involving pension benefit services for annuitants and
membaers.

ILLUST : (Any one position may not include all the dulies listed,
nor do the examples cover all duties which may be performed )

Administers retirement benefit programs and aclivities involving membership processing, claims
and retirement eligibility determinations and annuity computation, relirement payroll, records
management and related activities. Analyzes and certifies benefit claims for confarmance with the
various provisions of the Retirement Law; initiates requests for and reviews documentation of
claims. Supervises preparation and distribution of pension payments; coordinates errollment and
collection of premiums for health and life insurances with insurances carriers.  Develops and
maintains a system of records of all transactions affecting the Fund's membership; protects
confidentiality and inviolability of member's records and accounts. Reviews and conducls impact
studies on legislation, court decisions and board decisions affecting the Fund, applies statistical
techniques in delermining trends affecting operations and administration; provides budget
forecasts and stalistics for the use of the Fund's actuary, the legislature and Retirement Board,
Maintains records and prepares reports. Performs related duties as required

KNOWLEDGE, ABILITIES, AND SKILLS:

Knowledge of applicable Retirement Laws, rules, policies and procedures and related guidelnes
Knowledge of principles of an actuarial reserve retirement systern, Ability to supervise the work of
others. Ability to interpret, explain and apply pertinent program requirements and guidelnes.
Ability to make work decisions in accordance with appropriate program guidelines.  Abifity to make
arithmetic computations, Abllity 1o work effectively with the public and employeas. Ability to
communicate effectively, orally and in wriling. Ability o maintain records and prepare reports

QUALIFICATION REQUIREMENTS:

A. Five (5) vears specialized experience involving the application of technical guidelines and
requirements, including two (2) years as a Refirament Banefit Specialist Il and graduation
from high schoal; or

B. Any eguivalent combination of experience and training which provides the mmimum
knowledge, abilities and skills.

D D JON REQUIREMENTS: All applicants shall ba
raquired to have a high school diploma or equivalent as allowad by P.L. 28-113 when appiying for
a position. Applicants claiming degress or credit hours are required to provide an official or verified
copy of their transcripts, high school diploma, or GED cerification.

EXAMINATION REQUIREMENTS: A written examination is not required. Applicants will be rated
on a scale between 70.00 to 100.00 percent on the basis of their traimng, education and
experience in relation to the requirements of the position.
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PURSUANT TO PUBLIC LAW 28-38: "No person convicted of a sex offense under the provisions
of Chapter 25 of Tithe 9 GCA, cor an offense as defined in Aricle 2 of Chapter 26, Title 9 GCA in
Guam, or an offense in any Registry shall work in any agency or insirumentality of the Government
of Guam.”

INTERVIEVY PROCEDURES: A panel interview or interview by telephone (if off-island) will be held
by the appoeinling authority or hisfher designes for all eligible referred via certification.

PRE-EMPLOYMENT MEDICAL EXAMINATION: All applicants accepling employment with the
Govemment of Guam Relirement Fund must undergo and pass an eniry Physical Examination as
a condition of cantinued employment. Expenses for the physicalimedical examination must be

paid by the applicant.

VWORK ELIGIBILITY: Public Law 92-603 (8 USC Section 132A)} requires the Government of Guam
to verify the identity and work eligibility of all newly hired employees. Al employees shall be
required to provide proof of identity and work eligibility to work in the United States. The
Government of Guam Retirement Fund requires:

* Certified Birth Certificate * Government of Guam 1.D. Card
* U.8. Passport * Criginal Social Security Card
* Naturalization Card * Other proof of work eligibility

DRUG SCREENING: All applicants tentatively selected for this position will be required to submit
to a mandatory urinalysis to screen for illegal drug use prior to appointment. This alsc applies to
employees selected for Testing Designation Position {TDP). Failure to submit or pass such pre-
employment drug test requirement shall be handled as a disqualification and grounds for
rescinding the offer of appointment.

POLICE & COURT CLEARANCE REQUIREMENTS: Pursuant to Public Law 34-22 — Fair
Chances Hiring Process Act, if selected for and offered employment with the Government of

Guam, your selection will be conditional pending subimission of a recent police and court
clearance. The hiring department will mail a letter to you explaining these requirements. You will
have five (5) business days from the postmarked date of your letter to submit your police and court
clearances. Clearances must not be more than one {1) month old. The cost of the clearances is
your responsibility. If you do nol have any convictions or conditions that would warrant rescinding
the job offer, and pass tha drug test, you will be notified of your start date.

ITABILITY DETE ;. Your employment application will not be deemed
complete unless the Suitability Determination Form is completely fillad out, signed and dated. If
this 13 not complele, or missing from your application, vour application for the position will be
rejected,

DISABILITY PREFERENCE: Applicanis wishing to claim Disabilily Preference should submit a
Government of Guam Disabiiity Certification form, certified by the Director of Public Health and
Social Services,

S PRE NCE:
Applicants claiming veteran's preference are required to provide a copy of their DD-214 {Military
discharge form) Verification from the Veleran’s Administration is raquested for those applicants
claiming compensabie disability.

HOW AND WHERE TO APPLY:

Applicants can obtain an “Application for Employment” form, and must submit this form to the
Administrative Services Division, 2™ Floor, Retirement Fund Office in Maite, or download the
application from the Funds website at www.ggrf.com. Applications must be submitted to the
Director's Office, 1% floor, Government of Guam Retirement Fund on or before 5:00 pm on the
date of closing.

For further informatian, call or contact us al the Administrative Services Division at 475-8951 or
475-8952,

APPROVED:

. BLAS
Direcior, Retirement Fund

“AN EQUAL OPPORTUNITY EMPLOYER”



