Non Appropriated Fund Human Resources

Fleet and Family Readiness Programs

VACANCY ANNOUNCEMENT
	Date:  
	24 AUGUST 2012
	Does not confer to Civil Service Status

	Position/Grade:  
	CLUB MANAGER, NF-1101-04
	Announcement # :
	RI-73-12

	Pay:  
	NEGOTIABLE

	Location:
	NS NEWPORT, COMMISSIONED OFFIERS' CLUB

	Relocation Costs:
	NEGOTIABLE
	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:  The incumbent plans, organizes, coordinates and administers the day-to-day and continuing operations of the Club.  The incumbent is responsible for the fiscal integrity of the functional programs provided to all eligible patrons.  This requires the application of sound business knowledge and skills in order to provide food, beverage social protocol, entertainment programs to authorized patrons and their guests.  Management responsibilities include the establishment of operational policy for food service, beverage operations, catering, marketing and menu development.  The manager is accountable for all facilities and equipment. Promotes effectiveness and efficiency within the club using strong organizational and budgetary guidelines and internal controls necessary to provide reasonable assurance of accomplishing management goals and objectives.  Meets suspense’s on budget, information request, etc.  Maintains established stock levels of merchandise and furniture necessary for the operation of the club.  Prepares both non-appropriated and appropriated budgets on an annual basis to be incorporated into the overall Food and Beverage budget.  Initiates inventory adjustment or survey requests to reconcile discrepancies.  Is liable for losses of funds and/or property where dishonesty, fraud or negligence is established. Ensures that training programs are established that teaches employees to be thoroughly knowledgeable of their particular duties. Provides adequate supervision to see that those duties are carried out.  Ensures equal opportunity employment practices. Works closely with other MWR staff and management, installation commander, manufacturers, vendors, etc., to ensure all are informed of club policies, special events, problems or other pertinent information; and that facility and equipment are maintained appropriately.  Ensures that safety, sanitation, and/or security deficiencies are identified and corrected. Performs other related duties as assigned.


QUALIFICATIONS:   Must possess a minimum of five (5) years experience in the food/beverage field, with a minimum of two (2) years at a management level.  Must possess a minimum of three (3) years supervisory experience.  Specific education and/or training in food service operations is strongly preferred. Knowledge of and experience in the application of a broad range of club management principles, concepts and methodology to a variety of activities and services provided by a full-service operation.  Typical services include, but is not limited to :  alcoholic beverage service, limited lunchtime buffet or table services, bingo nights, weekend live music and dancing, specialty evening dining and salad bars, and catering services to accommodate private parties and groups. Knowledge of DOD and Navy club policies, regulations, administrative practices and procedures related to management, planning, budgeting, scheduling and coordinating club social and recreational programs and for the efficient operation and use of assigned facilities and equipment is preferred.
SPECIAL REQUIREMENTS:  As a position of trust, the successful completion of a National Agency Check (NAC) or equivalent background check is required upon hire and periodically thereafter.  The position may be designated as ALPHA personnel for inclement weather or in the interest of national security, and will be required to report for work when other employees are excused.  This position is subject to an irregular tour of duty, including nights, weekends, and holidays. 


~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
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/
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