 NONAPPROPRIATED FUND PERSONNEL ADVISORY CENTER

VACANCY ANNOUNCEMENT # FM 33-02
Position Title, Series, Grade and Salary      Location: NAF PERSONNEL OFFICE                  
Human Resources Assistant.    

                  Fort Monroe, VA

NF-203-02, $ 8.50-$ 9.00 p.h

Opening Date: July 24, 2002
           
  Closing Date: AUGUST 9, 2002


Type of Appointment: Regular Full Time 

(Full Benefits package: annual and sick leave, medical and life insurance, pension plan and 401K)

Area of Recruitment: Open to Outside Applicants, current NAF employees, and Spouse Employment Preference eligibles. 

Summary of Duties: Performs clerical work in the administrative processing of personnel transactions, record keeping, and inprocessing/outprocessing of employees.  Inputs data into an automated personnel database and record keeping system.  Provides orientation and explains matters related to employment and employment opportunities and associated benefit programs.  Processes required background checks and physicals and follows-up to ensure completion.  Maintains official employee personnel records and files.  

Qualifications Required: 

Applicants will be rated as follows: 

A: (1) 12 months Personnel Assistant or Clerical experience in a Government or Corporate Personnel Office. NAF or Civil Service Personnel work is highly desirable.
(2) Knowledge of Microsoft Word/Excel.

B:   If no applicants qualify for A.

(1) 12 months of Office Clerical Experience

(2) Knowledge of Microsoft Word/Excel.

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 Personnel Office 60 Ingalls Rd. Bldg. 82, Rm.249, Ft. Monroe, VA or on the web at WWW-Tradoc.Army.Mil/CPAC

 "DA NONAPPROPRIATED FUND INSTRUMENTALITIES ARE EQUAL OPPORTUNITY EMPLOYERS”
