 NONAPPROPRIATED FUND PERSONNEL ADVISORY CENTER

VACANCY ANNOUNCEMENT # FM 23-02
Position Title, Series, Grade & Salary       Location: School Age Services

Clerk NF-303-02, $ 6.75p.h.    




Ft. Monroe, Va.
 

Opening Date: 1 APR 02


 
  Closing Date: 12 APR 02
   

 Type of Appointment: Flexible schedule.

Area of Recruitment: Outside Applicants, Current NAF employees Spouse

Employment Preference Eligibles.
Summary of Duties: Performs a variety of administrative and clerical functions in support of the activity to which assigned. Receives and reviews incoming documents for completeness taking or coordinating and tracking required action. Sets up and maintains office files. Responds to customer inquires and complaints providing general information and assistance concerning office function, established procedures etc. Mails and files correspondence, answers the telephone, completes reports, etc.

Qualifications Required: 

 Knowledge of Microsoft Word/Ecel and 12 months of office clerical experience.  

 Ability to learn a computerized registration system.


Military Spouse Employment Preference (SEP) qualified candidates will be referred for priority consideration and employment preference. Eligible candidates must submit a copy of their spouse's orders and sign and submit a statement of eligibility with the application.

Applicants for employment must submit DA Form 3433, Application for NAF Employment.  This form is available in the NAF Peronnel Office Bldg. 82, Rm.249, 60 Ingalls Rd.Ft. Monroe, or at WWW-TRADOC.Army.Mil/CPAC

 "DA NONAPPROPRIATED FUND INSTRUMENTALITIES ARE EQUAL OPPORTUNITY EMPLOYERS”

