Non Appropriate Fund Human Resources
Fleet and Family Readiness Programs
VACANCY ANNOUNCEMENT
	Date:  
	13 Sept 2012
	Does not confer to Civil Service Status

	
Position/Grade:  
	
HUMAN RESOURCES MGMT SPEC (TRAINING)
	
Announcement # :
	[bookmark: Text3]
 SP  110-12 

	Pay:  
	$18.00 - $25.00 per hour

	Location:
	Naval Station Norfolk, NAF Human Resources

	Relocation Costs:
	Will not be paid
	Closing Date:
	1st Cutoff: 09/28/2012
Closed: 10/12/2012

	Area of Consideration:
	Open
	Regular Fulltime



The following employment conditions apply:
· ALL employees must successfully pass a National Agency Check upon selection 
· 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 developing the Employee Training and Development Programs for NAF employees.  Assists with establishing local policy for employee training and development, and assists with the standardization of related policy and procedures throughout the region.   Creates, modifies and produces training programs for a wide variety of topics, to include: NAF Human Resources (HR) policy and procedures, supervision, customer service, EEO, Prevention of Sexual Harassment, and any other topics required.  Researches and develops fun, effective training options to improve program offerings.  Creates and maintains a master file of all requirements for annual training by position.  
  

QUALIFICATIONS:  Must have a thorough knowledge of education and training methods.  Previous NAF or other government experience is preferred, but not required.  Must have a minimum of 3 years documented experience developing, designing, and implementing training programs.  Must be able to manage multiple priorities and respond quickly and effectively to changing program needs and regulations. Qualified typist, experience with word processing and data base management software, Microsoft Office Professional programs strongly preferred.  Must have strong interpersonal and communication skills, verbal and written.  Knowledge of English grammar, spelling and punctuation.


SPECIAL REQUIREMENTS:   As a condition of employment, the incumbent must successfully pass a national agency check with inquires (NACI) or equivalent background security check upon hire and periodically thereafter.  Must possess and maintain a valid driver’s license, as travel between distant geographical sites is required. 



 
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
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) Email: nsapplications@nhr-ma.com

· NAF Human Resources Office (JEB Little Creek/Ft. Story) 2112 Amphibious Dr. Bldg. 750, Virginia Beach VA  23459
Email: ocapplications@nhr-ma.com

· NAF Human Resources Office (NAS Oceana) 875 D Ave.  Bldg. 531, Virginia Beach VA  23460
          (includes Dam Neck and MWR Northwest Annex) Email:  ocapplications@nhr-ma.com

· NAF Human Resources Office (Norfolk Naval Shipyard) Scott Center Annex, Bldg. 1559, Portsmouth VA 23709
           (includes Naval Medical Center) Email: nsapplications@nhr-ma.com

· NAF Human Resources Office (Naval Weapons Station Yorktown/CAX, Bldg. 2011 Belzer Rd,, Yorktown VA 23691
          Email: nsapplications@nhr-ma.com
         
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
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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