
 

 

Position- Personnel Security Specialist 

Contractor to support the Agency Human Resources Division by provide day-to-day program 

and project related assistance in the performance of the following tasks:     

Responsibilities         

 Conducting preliminary and final reviews of statements of personal history and related 

data prior to initiation of background investigation procedures 

 Conducting background investigations of individuals who would occupy positions where 

a determination of suitability for employment or access to classified information is 

required 

 Preparing reports on investigations resulting from interviews conducted during 

background investigations 

 Preparing summary sheets on the results of investigations for all assigned cases 

 Preparing detailed evaluation of any adverse information   

 Drafting questions for follow-on investigations when there is insufficient information 

 Adjudicating personal background investigations for suitability for employment and/or 

issuance of a security clearance 

 Reviewing Personnel Security Questionnaires, verifying information submitted on 

applications, contacting subjects to complete information on background investigation 

forms, inputting data into OJP applications, retrieving data from credit bureaus, 

requesting Local Agency Checks, reviewing reports to determine criminal record, traffic 

violations, etc. 

 Recommending whether security clearances should be granted, suspended, revoked, or 

denied 

 Performing duties and responsibilities pertaining to Homeland Security Presidential 

Directive 12 (HSPD-12) 

 Evaluating the authenticity, veracity, and pertinence of the data to the case at hand 

Experience/Qualifications         

 5 years’ experience in a personnel security investigative or investigative analyst field 

 Experience conducting security related adjudications  

 Experience interpreting local agency checks and credit reports  

 Excellent analytical skills and written communication skills 

 Excellent computer skills, including proficiency in MS Word, Excel, and WordPerfect 

 Minimum Education: Undergraduate degree 

 Proficiency in MS Office suite, MS SharePoint, and electronic document 

management/tracking software and systems  



 

 Experience managing projects with specific results and deadlines 

 Outstanding oral and written communication skills and analytic and problem-solving 

abilities 

 Bachelor’s Degree in a related field is desired; extensive work experience may be 

substituted for the Bachelor’s degree 

 DoD Secret Clearance (Strongly Preferred) 

   


