DEPARTMENT OF THE ARMY

FORT MYER CIVILIAN PERSONNEL ADVISORY CENTER

NONAPPROPRIATED FUNDS PERSONNEL UNIT

102 CUSTER ROAD, SUITE 201 (BLDG. 203)

FORT MYER, VIRGINIA  22211

VACANCY ANNOUNCEMENT NUMBER: SA 02-2003






OPENING DATE:   02 Jan 2003

1ST CUTOFF:           31 Dec 2003
CLOSING DATE: UNTIL FILLED

TITLE:  Lead Child & Youth Program Assistant                                      SALARY:  $12.66 PH

APPT CATEGORY:  Regular Full Time     GRADE:  CC-1702-02                     

LOCATION:  Fort Myer Child Development Center, VA                                          
MAJOR DUTY DESCRIPTION:  

In addition to the duties identified for Child and Youth Program Assistant (Target Level-4), serves as team leader for program staff with responsibility for the operation of the activity and program in accordance with applicable regulations.  Maintains control of and accounts for the whereabouts and safety of children and youth.  Develops and implement activities for program participants.  Relays instructions for the supervisor, makes activities for program participants.  Relays instructions for the supervisor, makes activity assignments and get the work started in accordance with the daily activity plan.  Demonstrates proper work methods and provides work-related guidance to subordinates.  Conduct on-the job training and instruction.  Ensures employees follow safety, fitness, health and nutrition procedures.

Instructs employees in specific tasks and job techniques; makes available written instructions, makes available written instructions, reference materials and supplies.  Explains program guidance, procedures, policies and directives.  Resolves problems and conflict situations or obtains information and guidance from the supervisor.  Checks with supervisor on problems.  Observes program participants for signs that may indicate illness, abuse or neglect and reports as directed.  Provides input to the supervisor, as requested, concerning promotions, reassignments, performance appraisals incentive awards, etc.  Provides care, oversight and accountability for program participants in compliance with DOD, Army and local policies, guidelines and standards.

All required background checks of AR 215-3 and the Crime Control Act must be successfully completed and maintained, including NAC.  A Health Assessment is required.  Successful completion of 24 hours on-going and annual training as prescribed is required.

QUALIFICATION REQUIREMENTS:  

Candidates must possess a high school diploma or GED certificate.  Be able to communicate in English (verbal and written).  Be 18 years of age or older at the time of appointment.  Possess and maintain the physical ability to lift and carry up to 40 pounds, walk, bend, stoop and stand on a routine basis.  Duties may involve working both indoors and outdoors.  Posses and maintain health and freedom from for communicable disease.  Possess twenty-four months experience working in a group program with children and youth.  Possess and maintain Child Development Associate (CDA) or Army School age credential or Associate Degree (AA) in early childhood/elementary/secondary education, adolescent growth and development, psychology, recreation, human development or related behavioral sciences.
ELIGIBILITY AND AREA OF CONSIDERATION: Applicants who apply and who are determined to meet qualification requirements.  Applications will be accepted from current Nonappropriated Fund employees serviced by this office.  In the absence of sufficient well-qualified candidates from this sources, applications (DA Form 3433) will 

be given consideration from former DA Nonappropriated Fund employees, eligible from other Nonappropriated Fund activities and to applicants not employed by a Nonappropriated Fund.  

EMPLOYMENT PREFERENCE: {PREFERENCE MUST BE CLAIMED AT TIME OF TURNING IN YOUR APPLICATION, PLEASE LIST YOUR PREFERENCE IN ITEM #17 ON DA FORM 3433} (1)  Military Spouses: Spouse Employment Preference (SEP will be given to eligible spouses of active duty military members, to include National Guard, 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 for the current PCS of the sponsor.  (2)  Involuntarily Separated Military Members: Preference will be given to eligible members of the Armed Forces and their family 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 letters from Department of the Army indicating eligibility.  (3)  Current and Former Nonappropriated Fund Employees .  (4)  Outside Applicants, Veterans .  (5)  Outside Applicants, Non-Veterans (OANV).

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

HOW TO APPLY: Applicants should submit a Resume, or a complete DA Form 3433 (Optional application for NAF Employment).  In Item #17 (Other Information) please list your date of birth and your Employment Preface.  All applicants must complete a DA Form 3433-I (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, or/and reinstatement of new appoints.  INCOMPLETE APPLICATIONS WILL NOT BE CONSIDERED, AND WILL BE RETURNED.

WHERE TO APPLY:  Ft. Myer Military Community, Ft. Myer NAF Civilian Personnel Unit, 102 Custer Road, Building 203, Ft. Myer, Virginia 22211.

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).

BACKGROUND CHECK: National Agency Checks (NAC), Criminal Investigation (CID) and State Criminal History Repository Checks are required for all positions providing direct services to children under 18 years of age.  Installations Record Checks (IRC) are required for all positions.  All background checks are a condition of employment for all employees 

EQUAL OPPORTUNITY: Department of the Army Nonappropriated Funds 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.
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