NONAPPROPRIATED FUND PERSONNEL ADVISORY CENTER

VACANCY ANNOUNCEMENT # FM 11-01

Position Title, Series, Grade & Salary     Location: Child & Youth 

Administrative Assistant 




   Services

NF 301-03, $8.47 per hour 

Opening Date: 22 Feb 01     


 Closing Date: 08 March 01 

Type of Appointment: Flexible, Monday-Friday

                     9am-3pm or 10am-4pm, Subject to Change.

Area of Recruitment: Current NAF employees, spouse employment preference eligibles, and outside applicants.

Summary of Duties: Serves as central point of contact for matters relating to the day to day operation of an activity or specific program area. Provides assistance and guidance, interpreting regulations in the area of administrative services and functions. Composes standard operating procedures, sets internal priorities and suspenses, and develops procedures to meet requirements and generate improvements in administrative services. Prepares a variety of correspondence briefings and reports required for day to day operations. Maintains records, files, statistical data, and related suspense systems. Serves as customer point of contact for CYS registration and resource and referral services. Collects payments. Reports payments and expenses. Maintains children’s records in accordance with Child Development Services and Health proponent regulations. Manages CYS Central Enrollment Registry and waiting lists. Provides office automation and clerical support. Collects and complies data for statistical reports. Updates referral and resource information.

Qualifications Requirements: Ability to type 40 words per minute. Experience with similar requirements. Experience with computers, word processor, database, email, Excel programs.

Applicants for employment must submit DA Form 3433, Application for NAF Employment.  These forms are available in the NAF Employment Office, Bldg.82, Rm.249 Fort Monroe, VA.
 "DA NONAPPROPRIATED FUND INSTRUMENTALITIES ARE EQUAL OPPORTUNITY EMPLOYERS”
