Non Appropriate Fund Human Resources
Fleet and Family Readiness Programs
VACANCY ANNOUNCEMENT
	Date:  
	10 AUG 2012
	

	
Position/Grade:  
	
CY PROGRAM ASSISTANT CY 1702 01/02
	
Announcement # :
	[bookmark: Text3]
SP-98-12

	Pay:  
	$10.95/$11.95/$13.41

	Location:
	NS Norfolk, CDC Willoughby                                          Closing Date: OPEN UNTIL FILLED

	Relocation Costs:
	Will not be paid
	First Closing Date:
	30 AUG 2012

	Area of Consideration:
	All Sources
	(3) 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:  Promotes and models safety, fitness, health, and nutrition practices.   Assists in implementing and leading planned activities for program participants using prepared curriculum and program materials.  Incorporates special instructions provided by parents such as special dietary needs, physical needs, or other information that may affect the child or youth’s experience in the program.  Cares for special needs children and youth as directed by the supervisor.  Helps create adult-made games and play materials (mixing paints, play dough, and assembling props for dramatic plays, activities etc.) Assists with developing list of needed supplies and equipment for submission to the supervisor. Implements daily schedules and activity plans to ensure age and/or stage appropriateness.  Participates in program evaluation using designated instruments such as programmatic rating scales, risk assessment tools (as required), self-inspection materials, and national accreditation tools. Ensures program plans and activities incorporate the observed needs of individual children and youth. Demonstrates, instructs, leads, and facilitates planned and spontaneous program activities.  Observes children and youth and documents developmental progression and/or concerns, then uses the information in planning.  Interacts with children and youth using approved child guidance and youth development techniques.  Provides care, supervision, oversight and accountability for program participants in compliance with Department of Defense (DoD), NAF Component and local installation policies, guidance, and standards.  Maintains control of and accounts for whereabouts and safety of children and youth ranging in age from 6 weeks to 18 years. Observes program participants for signs that they may indicate illness, abuse, or neglect and reports as directed. Incumbent is a mandatory reporter to Family Advocacy and Child Protective Services as prescribed by local policy in the case of suspected incidences of child abuse and neglect.  Assists in achieving and maintaining DoD certification and national accreditation or equivalent. Ensures compliance with law, policies, and regulations applicable to DoD CY programs. Notifies supervisor of health, fire and safety compliance concerns.  Completes all training requirements, including orientation, monthly, annual and the approved Department of the Navy (DoN) Standardized Module Training.  Perform other duties as assigned.

QUALIFICATIONS:   Entry level: Must possess a high school diploma or GED equivalence.  Prior experience working with children and/or youth preferred. Must possess the ability to speak, read and write English. Ability to follow verbal and written instructions.  Ability to communicate effectively orally and in writing. Ability to complete all DoN training requirements within the specified timeframes, including orientation, initial, Standardized Module Training, and ongoing training requirements.  Ability to promote and foster effective working relationships with children, youth and co-workers.  Ability to work co-operatively as a member of a team.  Ability to obtain food handler’s card.  Possess and maintain a valid driver’s license. Ability to obtain a Commercial Driver’s License (CDL) if the position requires the incumbent to transport children.  Ability to favorably pass a pre-employment physical, provide evidence of immunization and be free from communicable disease.  Intermediate level: Must meet all qualifications listed above, PLUS, have 6 months (1040 physically worked hours) experience working with children and youth in a childcare setting. Incumbent must have evidence of completion of child abuse modules, and modules 1-3 of the DoN Standardized Module Training. Knowledge of basic child and youth development principles as they relate to children and youth’s physical, social, emotional, and intellectual development.  Ability to interpret a curriculum or activity plan and follow written instructions. Ability to plan and organize work.  Full performance level: Must meet all qualifications listed above, PLUS possess one of the following:  (a) Child Development Associate (CDA) credential; (b) Military School-Age (MSA) credential, or (c) a 2 year degree in related field. If the incumbent is initially hired at this level, they must complete the Navy module program within 18 months OR completion of DoN Standardized Module Training and 12 months (2087 physically worked hours) experience working with children and youth.  Must possess working knowledge in child and youth development to provide input to an efficient and effective program responsive to needs of children and development. Must possess skill in oral expression to explain process and procedures and to provide basic program information.


[bookmark: Text17]SPECIAL REQUIREMENTS:  The incumbent must be able to pass a required National Agency Check, as well as state and other investigations required.  Incumbent is required to do considerable walking, standing, bending, stooping, standing, and lifting up to 40 lbs. All positions working with children are subject to special inoculation and immunization requirements as a condition of employment for working with children. Employee is required to obtain appropriate immunization against communicable diseases in accordance with recommendations from the Advisory Committee on Immunization Practices (ACIP), which includes the influenza vaccine.  In addition, incumbents must favorably pass a pre-employment physical and satisfactorily pass background checks IAW PL 101-647 to include a National Agency Check with Written Inquiries upon selection and periodically thereafter.  All Child/Youth positions are subject to Drug Free Workplace testing, prior to selection and on a random basis periodically thereafter as a condition of employment. This position is designated ALPHA (Essential) personnel for inclement weather and will be required to report for work when other employees are excused, or may be required to work overtime with compensation to cover mission needs. 

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
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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