 NONAPPROPRIATED FUND PERSONNEL ADVISORY CENTER

VACANCY ANNOUNCEMENT # FM 04-01
Position Title, Series, Grade & Salary Location: MWR

Clerk NF-303-01 $6.00 p.h.    


Community Activities Center



 

  Opening Date: 16 Jan 01


 
Date: 1st Cutoff
   

                                             
02 Feb 01

 Type of Appointment: Flexible (Scheduled as needed)

                      25-30 Hours Per Week

                      Mornings and Early Afternoons

Area of Recruitment: Outside Applicants, Current NAF employees Spouse

Employment Preference Eligibles.
Summary of Duties:

Serves as a clerk at the Community Activities Center.

Performs routine procedural clerical and administrative support work. Applies a series of prescribed procedures or steps while processing personnel clerical transactions.  Typical duties include mailing and filing correspondence and forms, answering the telephone, typing correspondence, and answering questions that customers might have.
Qualifications Required: 

  Knowledge of Microsoft Word and 6 months office clerical experience.  

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 the NAF Personnel Office, Building 670, Fort Eustis, and VA 23604-5101.

 "DA NONAPPROPRIATED FUND INSTRUMENTALITIES ARE EQUAL OPPORTUNITY EMPLOYERS”

“The Department of the Army NAF provides reasonable accommodations to applicants with disabilities. If you need a reasonable accommodation for any part of the application and hiring process, please notify the servicing NAF civilian personnel unit. Requests for reasonable accommodations are made on a case by case basis.”

