Non Appropriated Fund Human Resources
Fleet and Family Readiness Programs

VACANCY ANNOUNCEMENT
	Date:  
	11/11/11
	Does not confer to Civil Service Status

	Position/Grade:  
	FACILITY ASSISTANT (MIXED)

NA-3502-02/3

	Announcement # 
	RI-87-11

	Pay:  
	$10.22/$10.69
	

	Location:
	NAVSTA NPT/Commissioned Officers' Club
Newport RI 02841

	

	Closing Date:
	Open Until Filled


AREA OF CONSIDERATION:  OPEN



                                 (2)Position(s),1 Full-Time/1 Part-Time Positions
Relocation costs will not be paid                                              Direct Deposit of salary and I-Pay is a condition of employment upon hire
DUTIES:  This position may perform some or all of the following duties:

Carries supplies and equipment, such as fruits, glasses, linens and flatware from storage areas to the bar or dining area.  Fills ice bins and crushes ice.  Cleans equipment in kitchen and dining area.  Washes dishes, pots, pans, coffee urns, glasses, and flatware.  Operates a mechanical dishwasher, washing large items by hand.  Sorts, stacks and stores cleaned dishware.  May be required to clean cooking and other food service equipment, scraping, washing or wiping down equipment such as ranges, ovens, electric or gas fryers, pressure cookers, steam kettles and broilers.  Drains and cleans coffee and tea urns.  Scrubs/scours worktables and cleans grease traps in sinks. Removes soiled dishes, glasses and flatware from the tables and carries to the dishwashing area.  Clears and cleans dining tables.  Disposes of food waste and trash. Loads/unloads, transports and stores supplies, equipment or other items. Performs basic cleaning such as: sweeping/mopping floors, dusting, straightening customer service areas such as lobbies, exercise rooms, etc. dusting furniture/equipment, cleaning glass. Assists with cleaning bathroom/shower/locker room and car wash areas or assisting with general maintenance such as touch-up painting, replacing light bulbs, washing/drying and replenishing towels or stocking soap/paper towels/toilet paper. Performs general lawn care tasks such as cutting grass, edging/weed eating, pulling weeds raking, and shoveling. Upon completion of tasks, cleans and properly stores equipment after use. Picks up debris and empties all trash receptacles daily. Sets up room(s) according to supervisor instructions. Insures all needed equipment is in working condition. Breaks down room(s) upon completion of the function. Assists in the general upkeep and maintenance of athletic fields and surrounding grounds. Prepares and maintains athletic fields for respective play making repairs as needed or directed, OR assists in general upkeep of recreational areas and grounds including maintaining grounds, minor maintenance/repair of picnic tables, barbeque areas tent/RV sites, parking areas, emptying large trash containers and disposal of trash.

QUALIFICATIONS:   NA2:  Must be 16 years of age.  No previous training or work experience is required.  Must possess the ability to follow simple verbal and written instructions and carry out assigned duties independently.  This position is subject to an irregular tour of duty including seasonal work lasting 1-4 months; evenings, weekends and holidays. NA3:Must be 18 years of age and meet all qualifications listed above PLUS knowledge of basic cleaning and janitorial techniques and procedures,  the ability to operate and perform routine maintenance and repair on tractor and a variety of equipment used in preparing athletic fields and facilities for sporting events. Must possess and maintain a valid driver’s license at all times and have the ability to operate a variety of automotive vehicles in the performance of duties. This position is subject to an irregular tour of duty including weekends and holidays.
SPECIAL REQUIREMENTS:  May be reassigned on an “as needed” basis to other facilities to cover staff shortages or assist with scheduled events. Must obtain a Health Card prior to first day of work. Afterwards, must successfully pass a Food Handlers Sanitation course, thereafter to be updated and maintained annually.
FILING INSTRUCTIONS:  Applicants must submit a completed NAF Employment Application and preference documents to: NAF Human Resources Office,

875 D Avenue, Virginia Beach VA 23460 or emailed to: naf_hr_oceana@nafpers.hrcoxmail.com.  Electronic application forms may be obtained by visiting 
 the website listed below.
· NOTE:  Unless otherwise specified, all applicants must be 16 and over.  If this position requires access to any Level II government computer, successful completion of an SF86/Eligibility for Secret Clearance is required upon hire and periodically thereafter as a continuing condition of employment.
· EMPLOYMENT PREFERENCES:  To claim a preference, you must submit documents as follows.  Explanation and Application for preference are available at NAF Human Resources Office.   No preference is given unless requested and documented.

· MILITARY SPOUSE:  Must attach the completed Military Spouse Preference form, a copy of military member’s PCS orders and write SPOUSAL PREFERENCE on the front of the employment application.  ACCEPTANCE OR DECLINATION OF A REGULAR FULL-TIME POSITION ENDS ABILITY TO CLAIM PREFERENCE.

· VETERAN:  Attach copy of DD214

· INVOLUNTARILY SEPARATED MIITARY MEMBERS & DEPENDENTS:  Must attach IVS Hiring Preference information form and one of the following:  DD214 or copy of DD1173.  ALL IVS PREFERENCE ARE APPROVED ONLY IF DISCHARGE/RE-ENTRY CODE MATCHES ELIGIBILITY LIST.  ACCEPTANCE OR DECLINATION OF A POSITION ENDS ABILITY TO CLAIM PREFERENCE.

· ALL prior military discharged within the past 10 years must attach a copy of their DD214 showing the reason for discharge and re-entry code to be considered for NAF Employment.

· Active Duty Military:  Military regulations require that you obtain a special request authorization (NAVPERS 1336/3) prior to being accepted for outside employment.  To be considered for NAF employment, you must attach a completed authorization form to all applications, and include your command POC name and phone number.

“The Department of the Navy is an Equal Opportunity Employer.  All qualified candidates will receive consideration without regard to race, color, religion, sex, national origin, age, disability, marital status, political affiliation, sexual orientation or any other non-merit factors.”

       Web Site:  https://cnic.navy.mil/CNRMA/NAFHumanResources
                                           
