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Administrative Clerk 
GS-0399-2
R1-LEWIS & CLARK NATIONAL FOREST
Great Falls Supervisor’s Office
Great Falls, MT
The Lewis & Clark National Forest will soon be filling one Pathways NTE Administrative Support Student Trainee.  This is a not to exceed temporary student position located in Great Falls, MT.

Duties:
The position has responsibility for accomplishing a variety of administrative duties including, but not limited to the following:

· Typing manifest forms to catalog Forest records in preparation of sending them to the Records Center.

· Preparing and boxing Forest records and sending to the Records Center.

· Scanning and copying projects for Program and Project Managers.

· Cover the Information Desk and Telephone which serves the Forest Service and the Bureau of Land Management
· May use database or spreadsheet software to enter, revise, sort, or calculate and retrieve data for standard reports.

· Provides general clerical support to a variety of resource areas, and other duties as assigned.
Work Schedule:

I am looking for someone to work Monday – Friday, for 20 hours/week.  This job is temporary and will be from December 2015 – April 2016.  There will be flexibility to work around school schedule.
About the Forests:
The Lewis & Clark National Forest lies in west central Montana within the upper Missouri River system.  The Lewis and Clark Forest encompasses about 1.8 million acres.  

Elevations range from about 3,500 feet to over 9,000 feet.  Precipitation varies from 10 to 60 inches.  The forest offers a diversity of environments ranging from open, rolling sage and grassland, to dense timbered mountain slope, to alpine meadows and parks.  It is home to an abundance of animal life.
Great Falls is the site of the Lewis and Clark Supervisor's Office.  Great Falls has a full range of educational offerings and medical services, including hospitals, many private physicians and other health care professionals.  There are also several retirement homes and community living centers serving the areas.  
Great Falls hosts the Lewis and Clark National Trails Interpretive Center, interpreting the Lewis and Clark expedition in and around the Great Falls area.  The Lewis and Clark Forest has ranger district offices in Harlowton, White Sulphur Springs, Choteau and Stanford, Montana.   Recreation opportunities abound across the area, including water sports, hiking, hunting, fishing, and winter recreation.  A diverse range of management activities occur across the forests, including active mining, range allotments, timber harvesting, and fire & fuels activities.
Housing - The cost of living in the Great Falls or Helena areas is fairly reasonable with the average home price ranging from $150,000 – $350,000, with a median price around $200,000.  A nice rental unit can be found for about $700-1,100 per month.   
Climate - Residents of the Great Falls area enjoys all four seasons.  The summer temperatures range from 70s-80s with some warmer days.  The winters are fairly mild, by Montana standards!
How to Apply:
Online applications for these positions will be accepted through USA Jobs at www.usajobs.gov. 
For additional information, contact Tammy Petersen at (406) 459-3705 (email tpetersen@fs.fed.us).   
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