NAF OPEN/CONTINUOUS JOB ANNOUNCEMENT


MWR/LODGING





DATE ISSUED 11 MARCH 2004, CLOSING DATE INDEFINITE





TYPE OF ANNOUNCEMENT:  This is an announcement for accepting applications on a continuous basis and serving as a primary source for filling positions of the type shown with Nonappropriated Fund (NAF) Activities.  These positions could be Regular Full-Time (40 hours per week), Regular Part-time (20-39 hours per week) or Flexible (On call, scheduled or non-scheduled, 0-40 hours per week).  Only those applicants who indicate availability for a particular employment category (item 4 on the application form) will be considered for positions in that category as vacancies occur.  Please note:  If you are willing to accept a "Flexible" position, please check yes to 4d "on call employment" since these positions may be scheduled or non-scheduled depending on the need of the applicable activity.  This announcement does not apply to specific vacancies but will be used to establish continuing registers of qualified candidates for vacancies as they become available.  





NOTE:  Flexible positions filled through this announcement may later be converted to Regular Full-time or Regular Part-time, or Regular Part-time to Regular Full-time depending on need and fund availability.  





ELIGIBILITY AND AREA OF CONSIDERATION:  This announcement is open to all interested applicants.  Qualified military spouses, who have relocated to the Fort Sill area with their sponsor on official PCS orders, will receive preference for employment.  This preference must be requested by submitting a copy of the PCS orders with the application and signing a request form.  If the name of the military spouse does not appear on the PCS orders, a copy of the marriage certificate should accompany the application.  In the event that there is a lack of qualified military spouses, all other eligible applicants will be considered without discrimination for any non-merit reason in the following order.  (1) Military spouses; (2) Involuntarily separated military members; (3) Current and former NAF employees; (4) Outside applicants, veterans; and (5) Outside applicants, non-veterans.    





BENEFITS:  


	Regular Full-time and Part-time employees.  Salary increases as authorized; sick/annual leave benefits; participation in Social Security; NAF retirement; 401(k) savings; NAF group health/life insurance plans; long term care program.


	Flexible employees.   Salary increases as authorized; participation in Social Security program.  





HOW TO APPLY:  Interested candidates should apply by completing and submitting an Application for Nonappropriated Fund Employees, DA Form 3433, in accordance with instructions on the application form.  Candidates with prior military service must submit a copy of their DD 214 (Member 4 copy) with their applications.  As previously stated if exercising Military Spouse Preference, proper forms requesting preference must accompany application.  Refusal by a spouse to participate in established recruitment procedures (i.e. interview, KSAs, where required, etc.) is considered a declination of employment and is a basis for termination of SEP entitlement for the current PCS of the sponsor.  CURRENT NAF EMPLOYEES must submit a completed FS Form 925-a (Application for Current NAF Employees).  Job information and forms/applications are available at the Civilian Personnel Office (CPO), Building 1721, Fort Sill, Oklahoma on Tuesday and Thursday from 8:00 am to 3:00 pm.  Applications along with this announcement and current vacancy announcements may be downloaded by accessing the Internet at http://sill-www.army.mil/dcp.  Then click on NAF Jobs and Information.  This announcement along with other vacancy announcements may be viewed 24 hours a day at CPO, Building 1721, in the glass enclosed cases displayed in the courtyard at the front entrance.  A drop box is also available for your convenience in dropping off applications.  Applications may be mailed to:  NAF Civilian Personnel Office, P.O. Box 33308, Fort Sill, OK 73503-0308.  


If mailing applications, ensure that applications reach CPO by the closing date if applying under a regular "Vacancy Announcement".  Additionally, if you are visiting one of the MWR/Lodging Activities, applications can be picked up there and dropped off at CPO on Tuesday or Thursday or placed in the drop box at any time.  





IMPORTANT NOTE:  One application is required for each position.  Applications that are on file after 90 days (3 months), will no longer be considered for referral unless updated by the applicant prior to the last day of the 90 day (3 month) period.  Applications must be completed with detailed description of experience, supervisor's name, address and telephone number where applicable for each period of employment.  Personal references are also required.  Applications that are incomplete, illegible or which do not clearly describe duties performed may not be considered for employment. 





POSITIONS 





AUTOMATION CLERK, NF 0326-02  $6.22 - $6.70


	Performs automated office clerical support work of a complex nature using software such as database management, spreadsheets, project management, desk-type publishing, graphics.  May also type letters, reports, forms, memos and other material from rough drafts using typewriter or word processing equipment. Assists visitors, maintains files, mail, and other duties.  Knowledge of office automation equipment and software; must be qualified typist.  





BAR ASSISTANT, NA 7405-01  $5.98


	Assists Bartender with setting up bar; replaces supplies; cleans bar area & equipment.





BARTENDER, NA 7405-03  $7.05


	Bartenders must be 21 years of age and have experience in mixing a wide variety of alcoholic beverages in a full service bar or portable bar for catered events.  Be knowledgeable of proper serving techniques; preparing tab or check and making correct change; inventory control and maintaining bar area with proper supplies.  





BOWLING EQUIPMENT REPAIRER HELPER, NA 4819-05  $8.10


	Performs work incidental and/or preparatory to that of a higher graded bowling equipment repairer in the preventive maintenance, installation and repair of a variety of bowling equipment, including computer scorers and scanners, automatic pin setters, telefoul units, etc.  Must have skill and ability to remove parts and subassemblies from oral instructions and to reassemble them under guidance.  Must have skills in using common tools of the trade.  





CHILD AND YOUTH PROGRAM ASSISTANT, CC 1702-02/03/04


CC-02 $9.34; CC-03 $10.19; CC-04 $11.43


	Performs caregiving tasks; helps with materials and activities; receives children; interacts with children; training is required at each level which becomes progressively more responsible and of a specializing nature associated with the child care and development process; duties likewise progress with training to include planning and conducting activities, arranging room, conducting health checks, ensuring the safety/sanitation of children; completing reports and interacting with parents.  Entry level positions (CC-02) perform the more routine or repetitive child care tasks.  





QUALIFICATION REQUIREMENTS:


CC-02 HS Grad or equivalent, be 18 years of age at time of appointment; ability to communicate in English; satisfactory completion of background checks.  Possess and maintain the ability to lift and carry up to 40 lbs, walk, bend, stoop and stand on a routine basis; may involve inside and outside work; possess and maintain health and freedom from communicable disease.


	CC-03 Meet CC-02 qualifications plus 6 months experience in a group program with children and youth; satisfactory evaluation with an Army Entry Level Training Certificate (Air Force/Navy equivalent) OR at least 9 semester hours college credit in related subjects.     


	 CC-04 Meet CC-02/03 qualifications plus 18 months experience in a group program with children and youth; satisfactory evaluation and possession of Army Foundation Level Training Certificate or at least 15 semester hours college credit in related subjects.  





Note:  When appointment is made at the entry or intermediate level, progression up to the target level will be non-competitive provided performance and training requirements are met.  Failure to perform satisfactorily and unsuccessfully complete established training requirements may result in termination of employment.  Background investigations (NAC, SCHR) are required as a condition of employment.  A supplemental form addressing these issues is required to accompany the application.  If applying for college credit, transcripts are required.  





CLERK, NF 0303-01/02 -- NF-01 $5.25 - $5.75; NF-02 $6.22 - $6.70


	NF-01 Performs routine procedural clerical and admin support work.  Typical duties include mail, filing, answering the telephone, reporting, recording time and attendance.  Knowledge of office practices and machines desirable. 





CLERK-Continued





NF-02  Types a variety of material such as letters, memos, reports, studies, forms and tabular materials.  Receives visitors, telephone, mail, files, composes routine correspondence, prepares charts and graphs.  Progressive responsible clerical experience to include computers and have ability to type 40 wpm.  





COOK, NA 7404-04/06 -- NA-04 $7.58; NA-06 $8.63


	Must be able to follow instructions, have the ability to work safely with food service equipment.  Must have experience ranging from short order cooking to planning, preparing, cooking, seasoning, and portioning food items for major meals.





CUSTODIAL WORKER, NA 3566-02  $6.51


	Must be skilled in the performance of various housekeeping/custodial duties ranging from sweeping, mopping, and vacuuming to cleaning windows and lifting/moving furniture and/or heavy objects.  





DESK CLERK, NF 1176-02, $6.22 - $6.70


	Responsible for the operation of a reservation and registration desk in a billeting/lodging function.  Requires demonstrated ability to perform the duties of the position including cash accountability, dealing with the public and operation of computers.  Ability to type 40 wpm.   





LAUNDRY MACHINE OPERATOR, NA 7304-03  $7.05


	Receives soiled laundry, time stamps, and notes bin number on laundry list; sorts; operates extractor machine, tumbling machine and removes laundry from tumbler after drying cycle; verifies count and completes inventories.  Must be able to read; do simple counting, alphabetizing and putting numbers in order; stand or walk continuously; lift bundles weighing up to 25





LABORER and LABORER (GROUNDSKEEPER), NA 3502-03  $7.05


	Must have skill in using hand and power tools and be able to lift, load and unload moderately heavy objects in a warehousing area.  Duties involve grass-cutting, weed-eating/edging, planting, fertilizing and operating a riding lawnmower.  





MAINTENANCE WORKER, NA 4749-05/07 -- NA-05 $8.10; NA-07 $9.14


	NA-05s perform basic craft and trade tasks in the maintenance, repair and improvement of the interior/exterior of facilities.  Using computerized Data Transfer Unit (DTU) checks and repairs doors and/or locks by replacing batteries and reprogramming electronic lock; performs motor vehicle operator duties to transport passengers.  Must have basic knowledge of general maintenance methods; have working knowledge of tools; be able to learn how to use the DTU process for repair and maintenance.  Must be able to obtain a Government Driver's License to operate a 15-passenger vehicle.  


NA-07s perform a variety of preventive maintenance tasks to include carpentry, electrical and plumbing maintenance utilizing various trade practices.  Must have a basic knowledge of electrical and plumbing practices as well as a basic knowledge of arithmetic and measuring skills.  Must have the ability to learn and be familiar with basic tools, how electrical fixtures, wiring and controls are installed and operate, and how to read, interpret and apply plans, blueprints, sketches and wiring diagrams.  Will have to lift/carry items weighing up to 70 lbs and occasionally up to 100 lbs.    





MOTOR VEHICLE OPERATOR, NA 5703-04/05 -- NA-04 $7.58; NA-05 $8.10


	NA-04 - operates one or more motor vehicles such as pick-up truck, panel truck or sedan delivering food items to customers on the installation.


	NA-05 - operates vehicles with a gross vehicle weight rating of more than 20,000 pounds to transport supplies, equipment, furniture or personnel.  Drives on the installation and off post.


	For both grades, applicants must possess a valid state driver's license; perform operator's maintenance; may be required to lift/carry items weighing up to 40 lbs and have ability to drive vehicle specified by grade.  May be required to obtain a government license.  





OPERATIONS ASSISTANT, NF 1101-01/02 -- NF-01 $5.25 - $5.75; NF-02 $6.22 - $6.70


	NF-01 Monitors operations to ensure smooth running of the business operation during assigned tour of duty.  Provides information concerning services, prices, standards of behavior and special events.  Assumes responsibility for cash; conducts inventories; reports any incidents.  Experience performing required duties is preferred.





OPERATIONS ASSISTANT-Continued





	NF-02  Manages the entire club operation at night IAW established procedures.  Responsible for cash receipts and funds; verifies cash counts, determines shortages or overages.  Assures only authorized patrons utilize club; completes DAR; may assist bartenders; secures facility.  Progressive responsible duties in the receipt, disbursement, examination, deposit, custody of cash; ability to lift and carry over 20 lbs; must be 21 years of age.  





RECREATION AID, NF 0189-01  $5.25 - $5.75


	Golf - issues tools, equipment to authorized patrons, checks ID and collects fees.  Checks inventory; schedules use of facility; moves golf carts to and from rental area; keeps them clean and charged; picks up golf balls on driving range.  May serve as marshal on course.  May participate in setting up and conducting golf tournaments.  Golfing knowledge required. 


Bowling - issues equipment to authorized patrons, checks ID and collects fees.  Assists in scheduling of lanes.  Checks inventory and supplies.  Maintains cleanliness of work area.  Performs routine clerical duties; provides customer service; accounts for monies.  Must have ability to meet and greet the public; ability to operate cash register; ability to add, subtract, multiply and divide at level necessary to complete required reports; ability to learn operation of computerized control panel to actuate automatic pinsetters, lineage meters, monitors foul lights. 





RECREATION ASSISTANT, NF 0189-02  $6.22 - $6.70


	Auto - circulates among patrons to assure service is satisfactory; provides information and general instruction on the use of equipment, facilities and machinery.  Checks out tools.  Plans, conducts and arranges support for NAFI sponsored special events.  Services vehicles to include changing oil, lubricating, changing transmission fluids and replacing antifreeze.  Work experience which involved dealing with the general public and experience in any phase of automotive mechanics and in lubricating vehicles.  





Framing/Multi-Crafts - circulates among patrons to assure service is satisfactory; provides information and general instruction on the use of equipment, facilities and machinery.  Checks out tools.  Plans, conducts and arranges support for NAFI sponsored special events.  Performs duties in support of framing and/or multi-crafts.  Work experience which demonstrates the ability to perform the required duties.  





RECYCLE CENTER WORKER (MVO), NA 6901-05  $8.10


	Collects and separates recyclable items; stores until crated and loaded for shipment; assists in operating large capacity industrial machinery; conducts preventive maintenance, minor repair and lubrication of equipment; operates vehicles, 1/2 ton pickup and 2 1/2 ton truck with trailer ensuring materials are properly loaded.  Also operates a forklift.  Must have current, valid driver's license; skilled in use of hand tools; must be able to operate a forklift; organize/arrange material in storage area; prepare receipts and summary reports; conduct simple routine tests to distinguish between closely related paper and metal products.





SECURITY GUARD, NF 0085-01  $5.25 - $5.75


	Provides security at designated areas.  Checks eligibility of persons entering facilities; uses tact and diplomacy to deny entrance.  Ensures patrons comply with rules and standards.  





TELEPHONE OPERATOR, NF 0362-01  $5.25 - $5.75


	Receives and routes telephone calls.  Performs admin support duties as instructed. 





TRACTOR OPERATOR (GARDENER), NA 5705-05/07 -- NA-05 $8.10; NA-07 $9.14


	Operates tractors to tow attachments, i.e. fairway aerators, seven-gang fairway mowers, fertilizer spreaders, blades, etc. over rolling to rough terrain.  Operates front-end loader to move dirt and heavy debris.  Operates gasoline and hydraulically operated greens mowers. Uses common gardening tools; performs general landscaping duties.  Provides guidance and assistance to lowered graded employees.  Make emergency plumbing repairs on fairway sprinkler system.  Performs operator maintenance on all equipment used.  Applicants must know how to apply fertilizer, plant/transplant; be able to operate a variety of hand or powered garden tools and be able to operate tractors and related equipment.  





TRAVEL CLERK, NF 2132-02  $6.22 - $6.70








TRAVEL CLERK-Continued





	Assists patrons by providing info concerning leisure activities, selling tickets, making reservations and arranging for special accommodations required for bus tours, sporting/special events.  Performs related administrative support duties.  Work experience which involves dealing with the general public and documenting cash transactions.  





 WAITER (BAR), NA 7420-02  $6.51


	Must be 21 years of age; know serving techniques; be knowledgeable in composition of various beverages and tabulation of check and making correct change.  





WAREHOUSE WORKER, NA 6907-02  $6.51


	Issues linen daily and cleaning supplies weekly to custodial workers in Lodging activities; picks up and bags all dirty linen.  Maintains accountability.  Must have ability to follow oral and written instructions and use basic warehousing procedures to store and issue items; often required to stand on hard surfaces for extended periods of time and bend, stoop, and work in tiring positions.  





DEPARTMENT OF THE ARMY NONAPPROPRIATED FUND INSTRUMENTALITIES ARE EQUAL OPPORTUNITY EMPLOYERS.  NAFI EMPLOYEES AND APPLICANTS WILL BE FREE FROM REPRISAL IN MAKING PROTECTED DISCLOSURES AND THEIR CONFIDENTIALITY IN MAKING SUCH DISCLOSURES WILL BE PROTECTED.  





DEPARTMENT OF THE ARMY NONAPPROPRIATED FUND INSTRUMENTALITIES 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 OFFICE.  REQUESTS FOR REASONABLE ACCOMMODATIONS ARE MADE ON A CASE-BY-CASE BASIS.  
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