Non Appropriate Fund Human Resources

Fleet and Family Readiness Programs

VACANCY ANNOUNCEMENT
	Date:  
	02/09/2012
	Does not confer to Civil Service Status

	Position/Grade:  
	aSSISTANT mAINTENANCE cOORDINATOR

nf-1101-03

	Announcement # :
	LC-35-12

	Pay:  
	$18.00 - $22.00 p/hr

	Location:
	JEB Little Creek - Regional Maintenance

	Relocation Costs:
	Will not be paid
	Closing Date:
	OPEN UNTIL FILLED

	Area of Consideration:
	OPEN
	(1) Position(s), Regular Full-Time


The following employment conditions apply:

· ALL positions require successful passing of a National Agency Check upon selection and periodically thereafter.

· ALL position requiring computer access in the performance of duties, applicants must be a US citizen and successfully pass SF-86/Eligibility for Secret Clearance upon hire and periodically thereafter.

· ALL employees are required to participate in direct deposit of pay.
· ALL employees are required to possess and maintain a valid Employee Identification Card/Common Access Card, including military family members employed by the NAFI.
· Where Drivers License is required, it must be current, valid and in your possession at all times.  

· All applicants must be 18 years of age unless otherwise noted.

DUTIES:  Responsible for carrying out maintenance, repair and renovation projects and new construction as assigned within the Navy Region Mid-Atlantic Morale Welfare and Recreation Department.  Includes minor to major repairs, renovations and special projects for over 200 buildings at all sites.  Responsible for the implementation of repairs and renovations from planning stages throughout finished work.  Manages an assigned workforce crew to meet specific jobs needs.  Crew is assigned on a rotating basis, and may consist of electricians, maintenance mechanics for carpentry, heating, air conditioning, plumbing, etc., and laborers.  Manages all facets of either particular sections of a job or full jobs from planning to full implementation.  Provides rough estimates of project costs, personnel, equipment and materials needed to complete assigned tasks.  Provides cost and time estimates.  Determines correct materials to be used and submits recommendations.  Conveys and explains ideas, concepts and drawings from the Regional Maintenance Coordinator to the maintenance staff.  Responsible for equipment, vehicles and tools, and responsible for the procurement of building materials and tools.  Prepares purchase requests and ensures appropriate procurement procedures.  Ensures delivery of goods to site, quality of goods and ensures proper inspection and acceptance.  Assures that procedures are adhered to and that all appropriate codes are followed.  Responsible for internal review to ascertain compliance with standards, operator procedures and objectives relative to money, merchandise and other assets for each assigned project or phase.  Supervisory duties include assigning work, setting priorities, evaluating performance, recommending pay adjustments or awards, training, initiating corrective actions, and recommending disciplinary actions as warranted.  Performs other related duties as assigned.
QUALIFICATIONS:   A certificate or license in at least one of the major trades (electrical, plumbing, carpentry, etc.) is strongly preferred, but may be substituted by a minimum of 2 years of general trades experience with a minimum of one year of documented specialized training and/or experience in a combination of trades listed above.  A minimum of two years supervisory experience is required.  Prior Navy, MWR or military experience preferred.  Must possess documented experience in efficient management of personnel and resources for renovation/repair projects, preferably including MWR or other military nonappropriated fund operations, the ability to read and interest blueprints and drawings accurately, and the ability to communicate effectively verbally and in writing.  Must be able to appraise various program elements, evaluate and effect/recommend improvement to best achieve goals.  Must display the ability to adjust work operations to meet urgent or changing situations.
SPECIAL REQUIREMENTS:  Must possess and maintain a current driver’s license. Work is subject to an irregular tour to meet time constraints and deadlines to include night and weekend work.
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
UNLESS SPECIFICALLY STATED IN WRITING BY THE HIRING OFFICIAL, ALL POSITIONS WITH MULTIPLE LEVELS (NF-01 AND NF-02; NA-02/03/04, etc.) WILL BE HIRED AT THE ENTRY LEVEL

PRIOR MILITARY/RETIRED MILITARY: To be considered for NAF employment, you must attach a copy of page four (4) of the DD214 showing reason for discharge and re-entry code.

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.

EMPLOYMENT PREFERENCES: Explanation of employment preferences is available at all NAF Human Resources Offices.  No preference is given unless requested & documented.  Acceptance or declination of a regular full time position ends ability to claim preference for spouse or IVS applicants. To claim a preference, you must attach the following documents with your employment application and request form:

· MILITARY SPOUSE: Military Spousal Preference form, most current military member's PCS orders and write SPOUSAL PREFERENCE on front page of the application.

· VETERAN:  Page four (4) of the DD-214, completed SF15 received from Veterans Administration and write “VA” on front page of the application. 

· INVOLUNTARILY SEPARATED MILITARY MEMBERS & DEPENDENTS:  IVS Hiring Preference information form and one of the following: page four (4) of the DD-214 or copy of DD-1173 and write “IVS” on front page of the application.  IVS PREFERENCE IS APPROVED ONLY IF DISCHARGE/REENTRY CODE MATCHES ELIGIBILITY LIST.

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
FILING INSTRUCTIONS: Applicants must submit a completed NAF Employment application & attachments to:
· Regional NAF Human Resources Office (Norfolk) 1200 Fechteler Road, Norfolk VA  23505
          (includes NGIS Northwest Annex, JFSC and NSA Norfolk)
· NAF Human Resources Office (JEB Little Creek/Ft. Story) 2112 Amphibious Dr. Bldg. 750, Virginia Beach VA  23459
· NAF Human Resources Office (NAS Oceana) 875 D Ave.  Bldg. 531, Virginia Beach VA  23460
          (includes Dam Neck and MWR Northwest Annex)

· NAF Human Resources Office (Norfolk Naval Shipyard) Scott Center Annex, Bldg. 1559, Portsmouth VA 23709
           (includes Naval Medical Center)   

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
The Department of the Navy is an Equal Opportunity Employer.  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.

      Web Site: https://www.cnic.navy.mil/cnrma/



JOBS LINE:  440-JOBS (5627)
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