DON, HUMAN RESOURCES OFFICE, PSC 812 BOX 3120 FPO AE 09627-3120

VACANCY ANNOUNCEMENT: U.S. CITIZEN POSITION
ANNOUNCEMENT NO:
SIG04-032262 (R)
POSITION:
RECREATION ASSISTANT, GS-0189-04/05

SALARY RANGE:
GS-04 $21,518 - $27,971 per annum




 GS-05 $24,075 - $31,302 per annum
OPENING DATE:
22 SEP 2004

1ST CUT-OFF DATE:
05 OCT 2004 (subsequent cut-off dates every 10 working days)

CLOSING DATE:
OPEN UNTIL FILLED
LOCATION:
MWR DEPARTMENT, RECREATION DIV., AUTO SKILLS CLINIC BR., NAS SIGONELLA

NOTES:
1.
PLEASE READ THE INSTRUCTIONS ON THE REVERSE SIDE OF THIS ANNOUNCEMENT BEFORE SUBMITTING YOUR APPLICATION.


2.  THIS IS A RE-ANNOUNCEMENT, APPLICANTS WHO APPLIED PREVIOUSLY NEED NOT RE-APPLY UNLESS UPDATING THEIR APPLICATIONS.
3. THIS POSITION MAY BE FILLED AT THE HIGHER OR LOWER LEVEL. IF FILLED AT THE LOWER LEVEL, INCUMBENT MAY BE NON-COMPETITIVELY PROMOTED TO THE FULL PERFORMANCE LEVEL UPON MEETING QUALIFICATION REQUIREMENTS, COMPLETION OF REQUIRED TRAINING, A NEED AT THE HIGHER LEVEL AND AT MANAGEMENT’S DISCRETION.

4. SELECTEE WILL BE REQUIRED TO PASS A BACKGROUND INVESTIGATION AS A CONDITION OF EMPLOYMENT.

5. WORK REQUIRES PHYSICAL EXERTION.

6. SELECTEE WILL BE REQUIRED TO PASS A PHYSICAL EXAMINATION AS A CONDITION OF EMPLOYMENT.

7. SELECTEE MUST POSSESS OR BE ABLE TO OBTAIN GOVERNMENT DRIVER’S LICENSE FOR TOW TRUCK OPERATION.
______________________________________________________________________________________________
WHO MAY APPLY:  U.S. citizens residing in the Sigonella, Sicily commuting area who are authorized Department of Defense civilian sponsors and command-sponsored dependents of civilian and military personnel who meet one or more of the following conditions:

a: Applicants with career/career-conditional status

b: Family member eligible for Schedule A 213.3106(b)(6) appointment

c: Veterans Recruitment Appointment (VRA) Eligible

d: Preference eligibles or veterans who have been separated from the armed forces under honorable  conditions after three (3) years or more of continuous active service.

DESCRIPTION OF DUTIES: Assists the Auto Hobby Shop Manager in the day-to-day operation of the facility.  Is responsible for the safe operation, custody and maintenance of the Auto Hobby Shop garage and associated equipment.  Assists the Manager for cash flow in equipment and annual retail sales.  Maintains records pertaining to items purchased, costs, delivery schedules and inventories.  Maintains liaison with purchasing agent regarding purchase order transactions, requisitions and inventory adjustments.  Assists the Auto Hobby Shop Manager in the inventory of automotive tools and equipment.  Provides technical assistance to patrons in the performance of auto repairs, including overhaul of engines and transmissions, body work and painting.  Instructs patrons in the safe and efficient operations of all equipment and tools.  Sets patron fees according to published instructions.  Occasionally, will act as tow truck operator/driver.  Performs other related duties as assigned.

QUALIFICATION REQUIREMENTS:    
GS-04: Six (6) months of general experience and six (6) months of specialized experience OR two (2) years of education above high school that included at least 12 semester hours in courses related to recreation (e.g., basic psychology, group dynamics, physical education, arts and crafts, etc.)

GS-05: One (1) year of specialized experience equivalent to at least GS-4 OR 4 years of education above high school leading to a bachelor’s degree with major study or at least 24 semester hours in courses related to recreation or physical education.

General experience: (1) any type of work that demonstrates the applicant’s ability to perform the work of the position or (2) experience that provided a familiarity with the subject matter or processes of the broad subject area of the occupation.

Specialized experience: experience that has equipped the applicant with the particular knowledge, skills and abilities (KSA’s) to perform successfully the duties of this position and that is typically in or related to the work of the position.  Examples of qualifying specialized experience include:

(1) group leader, counselor, or similar work in public and private recreation programs for adults or children such as summer camps, local playgrounds, YWCA and YMCA clubs, Boy Scouts and Girl Scouts, urban community centers, or resort recreational activities; (2) teacher’s aid in elementary school recreation or physical education program, with emphasis on development of general recreational skills and abilities; (3) aid or assistant assignments in recreation while on active military service; (4) aid or assistant in the organization and administration of recreation activities, such as preparing activities calendars, maintaining attendance records and providing information concerning schedules and activities; (5) summer aid in a State or national park, with duties related to the recreational activities of visitors to campsites, trails, picnic areas, nature and raft centers, and boating and fishing areas; (6) sales or stock clerk in a recreation supplies and equipment shop; (7) aid or assistant in the issuance of authorized property and in the maintenance of inventory control and accountability for such property in a recreation facility; (8)aid or assistant in a hotel or resort recreation service, with duties such as setting up areas for games, tournaments and other organized group recreational activities.

____________________________________________________________________________________________________

THE DEPARTMENT OF THE NAVY IS AN EQUAL EMPLOYMENT OPPORTUNITY EMPLOYER

For information on your application, call HRO (095) 56-4165/or DSN 624-4165 only on Tuesdays 0930-1130 or Thursdays 1330-1530, at least 10-days after the closing date of the announcement.

Rev August 2004

NAS SIGONELLA POLICY FOR FILLING VACANCIESPRIVATE 

1. It is your responsibility to submit a complete application form.  You will be rated ineligible if an incomplete application is submitted.  APPLICATIONS, (OF-612, OR RESUME) MUST BE SIGNED AND DATED. Information contained in Official Personnel Folders and copies of position descriptions WILL NOT be used to determine qualifications.

2. Applicants with dual citizenship (Italian/U.S.) are ineligible for employment by the U.S. Forces in Italy.

3. ALL APPLICATIONS AND SUPPORTING DOCUMENTS MUST BE SIGNED AND RECEIVED BY CLOSE OF BUSINESS ON THE CLOSING DATE OF THE ANNOUNCEMENT. Applications and other required forms will not be returned.  We suggest you submit copies or retain copies for yourself.

4. Employment of relatives is restricted in accordance with NASSIG Instruction 12310.2A.

5. Veteran’s preference will be applied within each external recruitment source as appropriate.

6. Time-in-grade restrictions will apply in accordance with 5CFR300.
7. Management may name select noncompetitive eligibles (reinstatement & current status employees who have held the same grade or higher, VRA, etc) at any time during the recruitment process, outside of the vacancy announcement.

8. Lists of eligibles established as a result of vacancy announcements may be used in filling vacancies of the same title, series, grade and type of appointment that may occur within 120 days of the certificate issue date.

9. Family members recruited from within the local commuting area will be appointed under Schedule A authority.   Schedule A appointment of a dependent in an overseas environment is tied to the sponsor’s tour and will not normally extend longer than 2 months beyond the date the sponsor’s tour ends or dependency ceases.

10.  Foreign education must be accredited by an officially recognized U.S. accreditation-authority.
11.  All applicants are considered without regard to race, religion, color, national origin, sex, political affiliation, age, marital status, physical and mental handicap, sexual orientation or other non-merit factors.
INFORMATION & VERIFICATION DOCUMENTS REQUIRED ON APPLICATION

JOB INFORMATION:

Specify announcement number, and title, series and grade(s) for which you are applying.

(Please note that you will only receive consideration for the title, series and grade(s) that you specify).

HOW TO APPLY (http://www.sicily.navy.mil/positions/hro/):

· All applicants must submit the following documentation for consideration:  (1) Application form (OF-612) OR resume containing required information listed below;  (2) Overseas Residency Questionnaire (must be filled out completely);  (3) Family Member/Military Spouse Supplement;  (4) Copy of your sojourner’s permit or an application for sojourner’s permit;  (5) 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;  (6) Copy of sponsor’s Permanent Change of Station (PCS) Orders OR Command-Sponsorship authorization  (7) Veterans must also submit copy of DD-214, Member Copy-4 (and SF-15 if claiming 10 –point preference).

· Current and former Federal employees must attach a copy of SF-50, Notification of Personnel Action (NPA) to reflect highest previous rate, LWOP status, non-competitive eligibility etc.

· Non-Appropriated Fund (NAF) applicants must submit copy of latest Personnel Action Report (PAR).

· Attach copy of transcripts to receive credit for education.

PERSONAL INFORMATION:

· Full name, mailing address (with zip code), day and evening phone numbers (with area code) 

· Social Security Number 

· Country of citizenship 

WORK EXPERIENCE:
Give the following information for your work experience related to the job for which you are applying:

· Job title (include series and grade if Federal job) 

· Duties and accomplishments (identify percentage of time spent when work involved multiple/varying duties) 

· Salary; Starting and ending dates (month and year); Hours worked per week (e.g., 40 hours)

· Employer's name and address; Supervisor's name and phone number

· Indicate if we may contact your current supervisor

EDUCATION:

· High school - Name, city, and State (zip code if known), Date of diploma or GED

· Colleges and universities - Name, city, and State (zip code if known), Type and year of any degrees received (if no degree, show total credits earned and indicate whether semester or quarter hours)

QUALIFICATION REQUIREMENTS:

· Take note of the type of experience required by the vacancy announcement. Candidates will be rated qualified if they possess the specified requirements.

· Typing Proficiency:  For positions requiring typing, applicants must submit a copy of proficiency test results or a certificate of proficiency from a school or other organization issued within 3 years, or self-certify their proficiency.  Typing proficiency skills are subject to monitoring as a condition of employment.  To be certified as a qualified typist you must meet a minimum of forty- (40) words per minute.  Use the following guide to determine your typing proficiency:

(a)
type from a text for a period of five (5) minutes;

(b)
total the number of words typed during those five (5) minutes;

(c)
subtract one (1) point for each mistake made;

(d)
divide this result by five (5);

(e) the result attained is the total number of words typed per minute.

SUBMISSION OF THE EMPLOYMENT APPLICATION:
Submit your application by the closing date of the announcement.  Applications may be delivered to the HRO office, Monday to Friday, 0730 to 1600 OR deposited in the box at the Pass & ID Window NAS I.  You may also submit your scanned application package and attachments (max. 15MB) via email to wantajob@nassig.sicily.navy.mil.

Revised 01 SEPT 2004
