HUMAN RESOURCES OFFICE

Telephone:  (095) 56-4165 / DSN:  624-4165

Instructions for U.S. Applicants

Vacancy announcements and forms can be downloaded from www.sicily.navy.mil.

1. Read the vacancy announcement and NAS Sigonella Policy for Filling Vacancies carefully.

2. Complete resume or OF-612

· Include announcement number

· Provide address and telephone number

· Provide information requested

· You MUST describe your experience in the job you are applying for:

· Specify the hours worked per week

· If multiple duties are performed in a job, provide percentages for each different duty

3. Attach required documents (as appropriate) including:

· FAMILY MEMBER/MILITARY SPOUSE SUPPLEMENT

· OVERSEAS RESIDENCY QUESTIONNAIRE

· Copy of SOJOURNER’S PERMIT (PERMESSO DI SOGGIORNO) or APPLICATION FOR SOJOURNER’S PERMIT

· Copy of official U.S. passport containing (a) personal data  (b) Visa and (c) annotation showing the bearer’s residence abroad as a military/civilian dependent
· Copy of sponsor’s Permanent Change of Station (PCS) Orders OR Command-Sponsorship authorization
· Documentation proving Veteran’s Preference
(DD214 Member-4 Copy / SF-15 / VA letter as appropriate)

· College Transcripts
(If substituting education for experience)

· Copy of Typing Test results or Self-Certification
(For positions requiring a qualified typist)

4. Sign and date your application.

5. Submit by closing date.  Applications may be delivered to the HRO, NAS I, Monday to Friday, 0730 to 1600 OR deposit in the box at the Pass & ID Window NAS.  You may also submit your scanned application package (max. 15MB) via email to wantajob@nassig.sicily.navy.mil.

Applying for a job is a personal responsibility.

The HRO will not check your application at the time of submission.

Email your Comments & Questions to us at wantajob@nassig.sicily.navy.mil
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