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NRSW

Community Support Programs

JOB ANNOUNCEMENT

	Announcement #:  NAF: 44-10
	Opening Date: 23 September 2010

	Job Title:   FRONT DESK CLERK (VQ)
	Closing date: Open Until Filled

First Cut Off Date: 07 October 2010

	Series/Grade:    NF-0303-02
	Salary Range:  $10.00-$14.00 Per Hour

	Category:  PART-TIME WITH BENEFITS
	Location:  NAVY GATEWAY INNS & SUITES NAVAL SUPPORT ACTIVITY MONTEREY

	Area of Consideration:  ALL SOURCES
**This position is not eligible for relocation expenses**


BRIEF DESCRIPTION OF DUTIES:  Receives request and processes reservations. Ensure guest is authorized to use the facilities. Records and enters all reservations into the property management system if rooms are available. Provide a certificate of non-availability (CAN) and/or alternative lodging in the area. Uses property management system to check-in guests, assign rooms, checkout guests and record charges/payments. Responsible for the accountability of all room keys required for daily operation and submits inventory report. Inventory movies available for checkout and submits reports. Receives and is accountable for a change fund. Prepares Daily Activity Reports (DAR) and deposits cash receipts at the end of each shift. Provides information on local places of interest, the installation and local area. Answers phones and transfers calls to appropriate individuals and handles questions. Keeps the front desk area clean and neat in appearance. Logs trouble calls and ensures appropriate department is notified. Performs other related duties as assigned. 

QUALIFICATIONS REQUIRED: Must have 1 year of customer service experience and must have the ability to communicate effectively in English, both verbally and in writing. Must have the ability to use initiative, discretion and independent judgment in making decisions. Experience is required in an office environment with progressive responsibilities or related education. Must be proficient with word processing and spreadsheet software. Must be able to type by touch with speed and accuracy. Must be people oriented and have an excellent sense of public and customer relations. A courteous, tactful and diplomatic demeanor is paramount. Must be a High School graduate or equivalent. Night Audit experience preferred. Must favorably pass a background check.
HOW TO APPLY: Submit an employment application or resume to the NAF Human Resources Office, 1 University Circle, HE-220 Room 54-C, Monterey, CA  93943 or fax to (831) 656-7968.  Resumes and applications may also be submitted via email to nkdevine@nps.edu.
Submitted applications and resumes will be kept for 90 days. 
Participation in direct deposit upon employment is required.
All qualified candidates will receive consideration without regard to race, color, sex, national origin, age, disability, marital status, political affiliation, sexual orientation or any other non-merit factors.  Reasonable accommodations are provided to applicants with disabilities. If reasonable accommodation is needed for any part of the application and hiring process, please contact the number above. The decision on granting reasonable accommodations will be on a case-by-case basis.

Navy Region Southwest is a drug-free workplace. The use of illegal drugs by NAF employees, whether on or off duty, cannot and will not be tolerated. Federal employees have a right to a safe and secure workplace. Sailors and their family members have a right to reliable and productive Federal workforce. 

AN EQUAL EMPLOYMENT OPPORTUNITY EMPLOYER

