Revised September 04


U.S. NAVAL AIR STATION SIGONELLAPRIVATE 


MORALE, WELFARE AND RECREATION DEPARTMENT, NAF PERSONNEL OFFICE


NON-APPROPRIATED FUND U.S. CITIZEN OPEN CONTINUOUS POSITIONS
     The MWR NAF Personnel Office is accepting applications for the following positions, to be used for current and/or anticipated vacancies:

ANNOUNCEMENT #: NUS-04-VARIOUS OPENING DATE: 18 March 2004  LOCATION:MWR DEPT
POSITION TITLE                    SALARY                   DIVISION
                             CHILD CARE POSITIONS
EDUCATION AID/TECHNICIAN          GSE-2 $8.42              CHILD DEV CENTER

                                  GSE-3 $9.18

                                  GSE-4 $10.31                    

WHITE COLLAR POSITIONS - STARTING HOURLY PAY RANGE

CLERK                           $ 7.50 - $ 10.00           ITT

ACCOUNTING CLERK                $ 7.00 - $  9.00           FINANCIAL OFFICE

SALES STORE CLERK               $ 6.50 - $  7.00           THEATER

SALES CLERK                     $ 6.00 - $  7.00           BOWLING CENTER

SECURITY GUARD                  $ 6.50                     CLUBS              

RECREATION AID                  $ 6.50 - $  9.00           AUTO SKILLS CENTER

                                $ 6.50 - $  9.00           FITNESS SECTION

                                $ 6.00 - $  7.50           ADVENTURES UNLTD.

                                $ 7.00 - $ 10.00           MARKETING DIVISION

BLUE COLLAR POSITIONS - HOURLY PAY 

MATERIALS HANDLER                   $ 9.12                 WAREHOUSE

MOTION PICTURE PROJECTIONIST        $ 9.12                 THEATER           

BOWLING EQUIPMENT WORKER            $ 9.12                 BOWLING CENTER    

FOOD SERVICE WORKER                 $ 8.51                 CHILD DEV CENTER 

COOK                                $ 8.51                 BOWLING CENTER

NOTES: 

       1.   APPLICATIONS WILL BE VALID FOR CONSIDERATION FOR THREE (3)
            MONTHS FROM THE DATE OF RECEIPT.  IF YOU STILL WISH TO BE                     CONSIDERED AFTER THIS TIME, IT IS YOUR RESPONSIBILITY TO                      NOTIFY THE MWR PERSONNEL OFFICE.
2. This announcement may be used to fill temporary or continuous     flexible positions.

3. To receive credit for education as a substitution for experience, ATTACH copies of transcripts, certificates, or other acceptable evidence to your application .   

4. Please specify announcement number, title and division when       submitting your application.

       5.   WHEN FILLING OUT YOUR APPLICATION FOR CHILD CARE AND BLUE COLLAR              POSITIONS, YOU MUST DESCRIBE YOUR EXPERIENCE RELATED TO THE LINE              OF WORK YOU ARE APPLYING FOR.
       6.   If hired under a dependent hire appointment, you must furnish                 Official/No-Fee Passport, Official Orders/Command-sponsorship                 authorization and sojourner’s permit prior to appointment.
       7.   A SEPARATE APPLICATION (AND SUPPORTING DOCUMENTS) IS REQUIRED FOR             EACH POSITION FOR WHICH CONSIDERATION IS DESIRED.  YOU WILL ONLY 

            BE NOTIFIED IF SELECTED OR NOT QUALIFIED. 
       8.   Military personnel must provide this office with a chit from 

            their respective command, authorizing off-duty employment prior to 

            appointment.
HOW TO APPLY:   Applicants must submit: (1) Application form (OF 612 or Resume’) containing required information listed on the last page of this announcement; (2) Overseas Residency Questionnaire; (3) Family Member/Military Spouse Supplement; and (4) OF 306, Declaration for Federal Employment.  Veterans must submit copy of DD-214 (and SF-15 if claiming 10-Point preference).

AREA OF CONSIDERATION: U.S. citizens in the commuting area who are authorized sponsors and command-sponsored dependents of civilian and military personnel and Non-U.S. sponsored dependents (other than Italian citizens) who are citizens of NATO countries.  Applicants must be an eligible member/eligible for status as a member of the U.S. Civilian Component in accordance with the NATO SOFA.
BASIC REQUIREMENTS FOR EDUCATION AID/TECHNICIAN 

Qualified applicants must: 

be at least 18 years of age;

have earned a high school diploma; 

be able to speak, read, and write English; 

be able to lift up to 40 pounds; 

be able to successfully pass a security investigation, a state check and a local security check as well as a physical examination as conditions of employment.

In addition, for:
GSE-02  No specialized experience required.

GSE-03  Six (6) months of specialized experience and completion of basic child

        care training requirements.

GSE-04  One (1) year of specialized experience of which six (6) months must

        have been equivalent to the GSE-03 level, PLUS completion of all 

        GSE-03 training requirements and all 15 Department of the Navy 

        Modules.

Upon completion of required training and length of experience, incumbent will be non-competitively advanced to the next higher level.

Those who previously held Government child care positions may be hired at a higher level if they provide this office with the following documentation: 

Navy Training Modules, Personnel Action Report or SF-50, education            transcripts.

DESCRIPTION OF DUTIES

EDUCATION AID/TECHNICIAN 
Provides safe, developmentally appropriate environments and indoor and outdoor activities to children six weeks to five years of age.  Conducts daily health checks of children and attends to their physical individual needs  (e.g., diapering, feeding, toileting, etc.).  Assists in arranging classrooms and play materials.  Leads children in songs, games and other activities.  Maintains control of assigned group of children, keeping an accurate count of children at all times.  

                  BASIC REQUIREMENTS FOR WHITE COLLAR POSITIONS
Three (3) months of general experience or high school graduation (or GED) for all the white collar except for the Recreation Aid at the Publicity section which requires six (6) months of general experience or one (1) year above high school graduation.

GENERAL EXPERIENCE
RECREATION AID, SALES STORE CLERK - Any type of work which demonstrates the applicant's ability to perform the work of the position.

CASHIER, CLERK, ACCOUNTING CLERK - Progressively responsible clerical, office or other work which indicates ability to acquire the particular knowledge and skills needed to perform the duties of the position.

SECURITY GUARD- Experience such as administrative, technical, clerical, military, or other work that involved following written procedures, rules, or regulations in contacts with co-workers, supervisors, or members of the public to provide a service, respond to inquiries, or obtain information.

DESCRIPTION OF DUTIES

CLERK (Applicants must possess a valid U.S. State/Territory driver’s license, ATTACH COPY TO APPLICATION, must be able to obtain a Government driver’s license and to pass a physical examination as a condition of employment).

Performs receptionist duties and provides travel information and directions.  Collects money for reservations and for deposits and fills out appropriate reports.  Maintains correspondence files.  Makes hotel reservations.  Keeps the bulletin board and marquee up to date.  May act as tour escort and may occasionally drive a 14-passenger van during ITT trips.

ACCOUNTING CLERK

Performs a variety of accounting clerical duties pertaining to the maintenance of accounting records in areas such as accounts receivable, accounts payable, invoice and sales audits, etc.  Must be skilled in the use of accounting machines and personal computers.

RECREATION AID (VARIOUS LOCATIONS)

AUTO SKILLS CENTER
Responsible for the operation of the Shop and proper utilization and maintenance of tools, equipment and materials.  Instructs, assists and collects fees from patrons and fills out appropriate records.

FITNESS SECTION

Issues equipment and provides information and instructions to patrons on proper utilization of fitness equipment.  Conducts inventories and hourly patron counts.  Responsible for minor maintenance of the facility.  Collects money and keeps a change fund.

ADVENTURES UNLIMITED (Applicants must possess a valid U.S. State/Territory    driver’s license, ATTACH COPY TO APPLICATION, must be able to obtain a        Government driver’s license and to pass a physical examination as a           condition of employment).
Issues and receives recreation equipment from patrons after use.  Maintains an inventory on all equipment.  Operates a cash register.  May occasionally be required to drive a 14-seat minivan during trips.

MARKETING DIVISION
Publicizes MWR programs through the use of various media.  Writes, posts and updates marquees.  Gathers materials, decorates and updates bulletin boards.  Assists in the creation and distribution of flyers and posters.  Participates in promotional activities throughout the holiday season.  Compiles and creates information packets for Indoctrination classes.  Assists in taking photographs and surveying data.

SALES CLERK (THEATER AND/OR BOWLING CENTER) (Selectees must pass a physical examination as a condition of employment) (To work at the Bowling Center, applicants must be 18 years old if active duty military and 19 years old for others due to sale of alcoholic beverages).

Sells items over the counter operating a cash register and filling out reports to account for sales.  Assists with inventory.  Performs housekeeping duties and operation, maintenance and cleaning of equipment.

SECURITY GUARD (Applicants must be 18 years old if active duty personnel and 19 years old if civilian).

Ensures that only authorized personnel are admitted and that dress code is respected.  Observes conduct of patrons and reports potential fire and safety hazards.

QUALIFICATION REQUIREMENTS FOR BLUE COLLAR POSITIONS

BOWLING EQUIPMENT WORKER - (Selected candidates must be able to pass a physical examination as a condition of employment).
1.  Mechanical and electrical aptitude. 

2.  Ability to use hand tools.

COOK - (Selected candidates must be able to pass a physical examination as a condition of employment. Applicants must be 18 years old if active duty military and 19 years old for others due to sale of alcoholic beverages). 

1. Skill in preparing simple foods and operate kitchen equipment.

2. Knowledge of basic arithmetic.

FOOD SERVICE WORKER - (Selected candidates must be able to pass a physical examination and undergo a security background check and stateside check as a condition of employment).

1.  Skill in preparing simple foods and operate kitchen equipment.

2.  Knowledge of basic arithmetic.

MATERIALS HANDLER - (Selected candidates must be able to pass a physical

examination as a condition of employment.  Applicants must possess a valid U.S. State/Territory driver’s license, ATTACH COPY TO APPLICATION, and, once hired, must be able to obtain a Government motor vehicle and forklift operator license).

1.  Knowledge of warehouse planning and receiving methods.

2.  Knowledge of simple mathematics to conduct accurate inventories.

3.  Ability to operate mechanized equipment.

MOTION PICTURE PROJECTIONIST
1.  Knowledge of the operation and repair of portable and professional 

    projectors.

2.  Ability to read and understand electronic schematics.

______________________________________________________________________________

THE DEPARTMENT OF THE NAVY IS AN EQUAL EMPLOYMENT OPPORTUNITY EMPLOYER

ALL QUALIFIED CANDIDATES WILL RECEIVE CONSIDERATION WITHOUT REGARD TO RACE, COLOR, RELIGION, SEX, NATIONAL ORIGIN, AGE, DISABILITY, MARITAL STATUS, POLITICAL AFFILIATION, SEXUAL ORIENTATION OR ANY OTHER NON-MERIT FACTOR.

