DEPARTMENT OF THE ARMY

FORT MYER CIVILIAN PERSONNEL ADVISORY CENTER

NONAPPROPRIATED FUNDS DIVISION

102 CUSTER ROAD, SUITE 201 

FORT MYER, VIRGINIA 22211

VACANCY ANNOUNCEMENTS – OPEN CONTINUOUS POSITIONS

APPOINTMENT CATEGORIES: FLEXIBLE, PART-TIME, FULL-TIME

Open: January 02, 2003





                  Close: December 31, 2003

NOTE:  A separate application is required for each vacancy announcement. Applications will be kept on file for six (6) months. Any applications turned in after June 2003 will be kept until December 31, 2002. At that time you must submit another application in order to be considered for that position.

Vacancy #
Series


Position



Activity

01-2003
CC-1702-01
     Child & Youth Program Asst. 
CDS/YS 

Supervises and interacts with children in a variety of indoor, outdoor activities. Qualifications: H.S. Diploma, Equivalent; 18 years of age or older at time of appointment; physically able to lift 40 pounds, walk, bend, stoop and stand on a routine basis; ability to communicate in English (verbal & written); possess and maintain health and freedom from communicable disease. $8.86 PH

Intermediate 
CC-1702-01
  Child & Youth Program Asst. 

CDS/YS

Supervises and interacts with children in a variety of indoor and 

outdoor activities.

Qualifications: All qualifications above, plus six (6) months experience working in a group program with children and youth. Possess Army Entry Level Training Certificate (Air Force/Navy equivalent) or at least 9-semester hours college credit in early childhood, elementary, secondary education, adolescent growth and development, psychology, recreation, human development or related behavioral sciences.  $9.67 PH

Target

CC-1702-02     Child & Youth Program Asst.  

CDS/YS

Supervises and interacts with children in a variety of indoor and 

outdoor activities.

Qualifications:  All qualifications above in addition to Eighteen (18) months experience working in a group program with children and youth; possess Army Foundation Level Training Certificate (Air Force/Navy Equivalent) or at least 15 semester hours college credit in early childhood/elementary/secondary education, adolescent growth and development, psychology, recreation, human development or related behavioral sciences.  $10.86 PH

02-2003 
NA-7405-03/04   Bartender


Various NAF Activities

Mixes and serves a variety of beverages. Serves beer, liqueur, and wine and is skillful in mixing beverages. Collects money for beverages or items sold. Cleans bar equipment and service area. Checks inventory of stock. Receives and checks incoming merchandise and places them in proper storage areas. Continuously works in a standing position and handles light objects weighting up to 5 pounds and occasionally objects weighing up to 40 pounds. 

Starting Salary: VA: $8.25 PH  DC: $8.98 PH 

03-2003 
NF-0530-01/02 
Cashier            
Various NAF Activities
Performs a full range of cash management duties. Operates a cash register. Accepts cash, personal checks, credit cards, etc. Collects cash receipts, cash register tapes, checks, credit card receipts, and other supporting documentation. Assists in general clerical duties.

Qualifications: Experience in the receipt, disbursement, deposit, custody, or other processing of cash items which includes direct handling of cash items and use of cash accountability control methods. Must be able to speak, write, and understand English.  Some activities require typing and computer experience.

Starting Salary:  VA: $5.15 PH  DC:$6.15 PH 

04-2003 
NF-2091-01  
Cashier-Checker      
Various NAF Activities

Receives cash or credit cards for payment of items. Turn in sales records, money, checks or charge slip and accounts for all monies and items sold. May be required to prepare financial reports, make bank deposits, assist with inventory, order office supplies, prepare client records, etc.  Maintain files, makes appointments. General office maintenance, filing, copying, and faxing.

Qualification: Ability to operate a cash register. Add subtract, multiply and divide at level necessary to complete required reports. Some activities require the ability to operate a computer in Windows format.  Starting Salary: VA: $5.15 PH   DC: $6.15 PH

05-2003 
NA-3566-01/02/03   Custodial Worker      
Various NAF Activities

Clean and maintain various suites in buildings. Changes linens, cleans lavatory. Sweeps floors, hallways, and stairways. Mops, scrubs, strips, waxes, and polishes floors. Vacuum and cleans rugs and drapes. Washes venetian blinds, ceiling fixtures and room partitions. Moves heavy items of furniture and office equipment. Maintains stock of cleaning materials. Washes and cleans windows. Perform seasonal tasks such as applying salt or other ice control materials to building entrances, shoveling snow from steps and walkways, etc.

Qualifications: Move and handle objects and supplies weighing up to 10 pounds. Starting Salary: VA: $6.64 PH   DC: $7.90 PH 

06-2003 
NA-7408-01/02/03  Food Service Worker  
Various NAF Activities

Buss tables and wash dishes, silverware, glassware, pots and pans. Setup serving tables. Prepare fruits, vegetables, and simple sandwiches. Operate light powered kitchen machines. Clean work areas. Prepare, cook and serve food requiring a short time to prepare. Starting Salary: VA: $6.64 PH    DC: $7.90 PH



07-2003 
NA-3502-01/02/03  
Laborer   

Various NAF Activities

Performs a variety of manual labor tasks including loading and unloading trucks, moving supplies and materials by hand or mechanical conveyances, trash collection, and appliances. Polices grounds, mows lawns, rakes leaves and removes snow as required. Operates rug shampoo machine. Starting Salary: VA: $6.64 PH 

DC: $7.90 PH

08-2003 
NF-0189-01

Recreation Aid  

Various NAF Activities

Issue tools, equipment and games to authorized customers, checking I.D., and collecting fees when appropriate. Schedule use of lanes, courts, and equipment. Check inventories and supplies. Participate and direct games and social events. Qualifications: No experience required to work in many activities. Starting Salary: VA: $5.15  PH

DC:  $6.15 PH

09-2003 
NF-0189-02       
Recreation Asst.  
Various NAF Activities

In a patron usage facility, circulates among the patrons to assure quality service. Receives and resolves customer complaints. Checks out equipment and provide safety instructions. Plan, conduct, publicize, and arrange support for sponsored special events, social activities, tournaments, and related functions.

Qualifications: Work experience that involves dealing with the general public. Starting Salary: VA: $7.72 PH   DC: $9.28 PH

10-2003 
NA-7420-01/02/03
Waiter/Waitress   
Various NAF Activities 

Set up tables, including linen, glasses, silverware, candles, etc. Serve food and beverage to order. Receive guest, present menus, take orders, secure food from the kitchen and serve guests. Present checks to guests after meal. 

Qualifications: Some positions require six months or more waiter/waitress experience. Employees handling alcoholic beverages must be at least 21 years of age. Starting Salary: VA: $6.64 PH  DC: $7.90 PH

11-2003 
NA-7404-04        Cook


Various NAF Activities

Performs a wide variety of cooking tasks. Plan, prepare, cook and season, and arrange food. Cook a variety of dishes. Operate a variety of kitchen equipment that utilizes gas, electricity, or steam heat sources. Frequent lifting of large food pans and containers and moving carts weighing over 50 pounds.   

Qualifications: Positions require experience in a restaurant, cafeteria or comparable food service environment.

Starting Salary: VA: $9.03 PH   DC:  $9.76 PH

12-2003
NA-7401-03      Food & Beverage Attendant
  Various NAF Activities



Be able to work independently.  Be able to make change.  Read and             and write English.  Be able to read recipes and complete required             reports.  Be able to bend, stoop, reach and work in awkward                   positions.  Be able to life and carry items weighing up to 40                 pounds.  Must be 21 years of age at the time of appointment.

            Starting Salary: VA: 8.25 PH  DC: 8.98 PH

LOCATION: Fort Myer in Arlington, VA and Fort McNair in Washington, DC.

MEDICAL EXAMATIONS: All positions having contact with children will have a  medical examination prior to employment.  

APPOINTMENT CATEGORY: The majority of positions listed are Flexible positions, which are not eligible for benefits. A Flexible employee serves in a continuing position on a scheduled or an as-needed basis. There is no upper limit to the number of hours a flexible employee may work.    

HOW TO APPLY: Applicants should submit a Resume, or a complete DA Form 3433, Nonappropriated Fund Application for Employment. In Item #17 (Other Information) please list your date of birth and your Employment Preface. All applicants must complete a DA Form 3433-1 (Supplemental Application Form) as a condition of employment. For Childcare positions a completed DA Form 3433-2 must accompany the application. Applications must reach this office no later than close of business on the closing date. In keeping with the objective expressed by the Department of the Army (AR 215-3) to select the best qualified candidates available, management reserves the right to fill vacancies by the following methods: Reassignments, promotion, transfer, reinstatement of new appointments. INCOMPLETE APPLICATIONS WILL NOT BE CONSIDERED, AND WILL BE RETURNED.

WHAT IS NEEDED IF YOU ARE SELECTED: Social Security Card, Picture Identification, and a Work Authorization Card for non-US citizens.  (For those who were not born in the US but later became a US Citizen, a US passport or US Citizen paperwork is required).

ELIGIBILITY AND AREA OF CONSIDERATION: Applicants who apply and who are determined to meet the qualification requirements. Applications will be accepted from current NAF employees serviced by our office.  In the absence of sufficient well-qualified candidates from this source, applications will be given consideration from former DA NAF employees, eligible applicants from other NAF activities and to applicants not employed by NAF.

OPEN CONTINOUS (OC) ANNOUNCEMENTS: Frequency in turnover dictates the need to maintain a pool of applicants for positions shown on OC announcements, even though a specific vacancy may not exist at any given time. When a vacancy develops, a cut-off date is established, applications are rated and qualified applicants are referred. This group of qualified applicants will be used to fill vacancies until the next cut-off date is established. Applicants who apply during the intervening period will be rated and considered in conjunction with the next cut-off date.

EMPLOYMENT PREFERENCE: {PREFRACE MUST BE CLAIMED AT TIME OF TURNING IN YOUR APPLICATION, PLEASE LIST YOUR PREFERENCE IN ITEM #17 ON DA FORM 3433}

(1) Military Spouse Employment Preference (SEP) will be given to eligible spouses of active duty military members, to include National Guard, and Reservist and Coast Guard on active duty. To be eligible for SEP, applicant must submit a signed statement requesting spousal preference and a copy of the sponsor’s PCS orders with the application for a position. Refusal by the spouse to participate in established recruitment procedures (i.e., interview, KSA’s where required, etc.) is considered a declination of employment and is basis for termination of SEP entitlement of the current PCS of the sponsor. (2) Involuntarily Separated Military Members: Preference will be given to eligible members of the Armed Forces and their Families members, who were involuntary separated under other than adverse conditions. To be eligible for ISM, applicants must submit a copy of DD Form 214, or a copy of official letter from Department of the Army indicating eligibility. (3) Current and Former NAF Employees. (4) Outside Applicants, Veterans. (5) Outside Applicants, Non-Veterans.

EVALUATION METHODS: Candidates will be rated and/or ranked based on regency and relatedness of experience, appraisals and past performance by current supervisor, if available, special recognition and awards pertinent to the position applied for, self development and training directly related to the duties of the position to be filled.
BACKGROUND CHECKS: National Agency Checks (NAC), Criminal Investigation Division (CID) and State Criminal History Repository Checks are required for all positions providing direct services to children under 18 years of age.  Installation Records Checks (ICR) are required for all positions. All background checks are a condition of employment for all employees.

EQUAL EMPLOYMENT OPPORTUNITY: The Department of the Army Nonappropriated Fund Instrumentalities are Equal Opportunity Employers. 

WHISTLEBLOWER PROTECTION: Applicants for employment are protected from reprisal in making protected disclosures.

The Department of the Army NAF provides reasonable accommodations to applicants with disabilities.  If you need a reasonable accommodation for any part of the application and hiring process, please notify the servicing NAF Civilian Personnel Unit.  Requests for reasonable accommodation are made on a case by case basis.

