Non Appropriated Fund Human Resources

Fleet and Family Readiness Programs

VACANCY ANNOUNCEMENT
AMENDED

	Date: 08/24/2012 
	
	Does not confer to Civil Service Status

	Position/Grade:  
	 Supv Rec Spec (Lodging Mgr), NF-0188-03
	Announcement # :
	NJ-040-12A

	Pay:  
	$14.00 -  $17.00

	Location:
	Naval Weapons Station, Earle 

New Jersey

	Relocation Costs:
	Will not be paid
	Closing Date:
	09/12/2012

	Area of Consideration:
	MidAtlantic MWR and NGIS Employees Only
	(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 actively managing the Recreation Vehicle parks, cottages, cabins and campgrounds to include overseeing reservation system. Oversees the day to day maintenance of all properties and is responsible for insuring that all discrepancies are corrected in a timely manner.  Establishes and manages a pro-active resident relations and communications program, to achieve superb customer service.  Develops and implements a continuous marketing program to ensure a high level of occupancy year round and therefore a required level of productivity.  Ensures each lodging area has appropriate hand-out materials to guide guests to local recreational options and amenities.  Ensures the cleanliness and maintenance of all assigned buildings, grounds are free from health/safety hazards, and all hazardous material requirements are met.  Reports hazardous conditions to proper authority and initiates maintenance and repair requests in a timely manner.  Acts as primary liaison for recapitalization projects at these facilities. Performs daily inspections of all spaces within area of responsibility, noting discrepancies and ensuring prompt resolutions.  Assists with the preparation and implementation of emergency evacuation procedures for the recreational facilities.  Reviews all invoices and billings to ensure all work is performed before payments are made.  Reviews all financial documents for accuracy.  Prepares draft budget for submission and approval.  Ensures proper budgetary and accounting policies to provide effective cost control measures so a minimum self-sufficiency of 100% is maintained for the program.  Performs other duties as assigned.  
QUALIFICATIONS: :  Minimum of 2 years documented experience in recreational lodging or property management is preferred, but may be substituted with an equivalent combination of documented education ,training and/or experience that sufficiently demonstrates the incumbent’s knowledge of methods used in managing and marketing recreational properties.  Must have a minimum 1 year leader/supervisory experience to direct the work of subordinate staff, deal appropriately with conflicts, schedule work, adapt to last minute changes and make appropriate alternate arrangements, and evaluate performance.    Must have the ability to communicate verbally and in writing, possess basic computer skills.  Must possess tact and diplomacy when dealing with guests and present and neat, clean appearance at all times.  Basic knowledge of military policies and regulations pertaining to the planning, funding, construction, maintenance and utilization of government owned quarters.  Must possess basic knowledge of accounting and budgeting procedures used in preparing, maintaining and analyzing budgets and accounting documents.   
SPECIAL REQUIREMENTS:  This position requires access to Level II Government Computer in the performance of duties.  As a condition of employment, the following applies:  must pass SF86/eligibility for Secret Clearance upon hire and periodically thereafter; may be required to prepare and submit an annual personal financial statement and possess and maintain a valid state driver’s license as travel is required in the performance of duties.  This position is designated ALPHA personnel for inclement weather or in the interest of national security and will be required to report to work when other employees are excused, or may be required to work flexible and/or extended hours to cover mission needs.  This position is subject to an irregular tour of duty as the facilities operate 24 hours a day, 365 days a year.  
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
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:
NAF Human Resources Office, Box 14, NAVSUBASE NLON, Groton, CT 06369. Electronic application forms and additional information can be found at http://auth.cnic.navy.mil/CNRMA/About/Jobs/index.htm

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
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:  860-694-5149
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