Non Appropriate Fund Human Resources
Fleet and Family Readiness Programs
VACANCY ANNOUNCEMENT
	Date:  
	October 4, 2012
	Does not confer to Civil Service Status

	
Position/Grade:  
	
[bookmark: Text8]DESK CLERK LEADER / NF 0303 02
	
Announcement # :
	[bookmark: Text3]
[bookmark: Text21]VB-90-12

	Pay:  
	[bookmark: Text7]$11.00 - $11.50

	Location:
	[bookmark: Text9]Navy Gateway Inns, Dam Neck - Virginia Beach, VA       1st Cut Off Date:       October 15, 2012

	Relocation Costs:
	Will not be paid.
	Closing Date:
	[bookmark: Text11]October 22, 2012

	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:  Serves as leader to staff of desk clerks to ensure front desk operations are functioning in a smooth, efficient manner. Serves as point of contact to assigned subordinate staff, provides on-the-job training, assures tasks are in process/complete, provides necessary supplies and resolves minor problems and complaints. Provides input to supervisor regarding work performance of assigned staff. Reviews schedule of events and ensures the facility is prepared prior to scheduled start time. Investigates room and phone credits issued, provides a written report to the supervisor. Responsible for reporting, tracking and following-up of trouble calls reported to the front desk by guests. Maintains a master key log for authorized personnel. Assists with issuing, receiving and controlling cash receipts and change funds under custody as directed.  At end of shift, rings out cash register. Assures Daily Activity Report (DAR) is completed and certifies cash count of receipts and change funds turned in by individual cashiers. Determines cash shortages or overages by comparing total of cash receipts against cash register readings.  Completes the deposit form in accordance with local procedures. Provides quality customer service at all times, ensuring appropriate military protocol, and recognizing VIP guests by name. Maintains a complete inventory of all video equipment and movies, amenities, linen, blankets, pillows, plastic bags, etc. at the front desk for quick access upon request from the guest. Maintains a log of all non-disposable items checked-out and returned. Acts as receptionist, including receiving reservation requests by phone, in person. Provides information to callers regarding room assignments and reservation policies and service charges for various required reports, including reservations, cash collections, check-in/out of residents, occupancy, and room allotments. Issues Blanket Purchase Agreement Number (BPA), or Certificates of Non-Availability when unable to fill requested reservation. Checks authorized patrons into the VQ, obtaining a copy of each guest’s orders, verifying length of stay and other information. Informs patron’s of their proper room and telephone charges, checkout time, and various VQ facilities. Provides welcome aboard pamphlets to arriving guests as well as answering questions about accommodations and the base. Maintains registration records as required. Completes VQ incident and/or complaint reports on residents. Maintains Front Desk logbooks. Receives and is accountable for a revolving change fund. Accepts payments for rooms, ensuring all required information such as signature, command, two telephone numbers, address of payer will be placed on checks.  Registers and posts payments received. Informs supervisor of voids, phone/room credits, and refunds. Obtains patron’s signature as required for refunds. Ensures front desk area is clean and organized at all times. Ensures customer coffee station in the lobby is well stocked with supplies along with continuous coffee for all residents. Performs other related duties as assigned and may act for supervisor in their absence.

QUALIFICATIONS:   Must have the ability to lead a small staff and work with minimal direction. Must possess basic computer keying skills and be able to enter data with accuracy. Must master all regulations relating to various charges to guests based on status of assignment, type of orders, length of stay and other categories, and be fully competent on all required computer programs within 60 days of hire. Must possess fluent command of the English language, and be able to communicate clearly in person, in writing, and by telephone. Must be able to use simple office equipment such as a calculator, typewriter, fax machine, switchboard and copier. Basic knowledge of word processing preferred. Must possess strong customer service skills and have the ability to deal with irate guests with tact.

[bookmark: Text17]SPECIAL REQUIREMENTS:  The work is performed seated while using a computer or performing administrative tasks, and standing when checking in/out guests. Long periods of standing are required during peak periods, and some bending and picking up of light weight items.  This position is designated ALPHA personnel for inclement weather and may be required to report for work when other employees are excused, or may be required to work overtime with compensation to cover mission needs. As a position of trust, employment is conditional on a successful completion of a National agency Check or equivalent background check(s) upon selection and periodically thereafter. This position is subject to an irregular tour of duty as a front desk operates on three shifts, requiring job rotation, which includes days, 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/				JOBS LINE:  440-JOBS (5627)
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