Non Appropriated Fund Human Resources
Fleet and Family Readiness Programs
VACANCY ANNOUNCEMENT
	Date:  
	10 AUG 2012
	Does not confer to Civil Service Status

	
Position/Grade:  
	
HR ASSISTANT (EMPLOYEE RELATIONS/LABOR RELATIONS), NF 0203 03
	
Announcement # :
	[bookmark: Text3]
[bookmark: Text21]SP-99-12

	Pay:  
	[bookmark: Text22]$15.00 - $18.00 per hour

	Location:
	[bookmark: Text9]FRP, NAF Human Resources Office, NS

	Relocation Costs:
	Will not be paid
	Closing Date:
	20 AUG 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:  Performs all administrative related duties for Regional Employee Relations (ER) Department including but not limited to preparing case files in accordance with CNIC Instruction 5300.2, tracking disciplinary actions for timeliness, researching information to complete ER files.  Schedules due dates for actions, mails via UPS, certified mail, etc. and tracks disciplinary letters. Serves as backup POC for all unemployment documentation for terminated NAF employees. Researches information from HRIS, payroll records and employee files, verifies data is correct, obtains response data, ensures response is timely and all supporting documentation is attached.  Receives information on reconsideration requests from applicants, attaches backup, and provides to the supervisor for action. Prepares management reports as requested. 

Logs and responds to calls on the ER helpline.  Answers phone and greets customers. Uses appropriate protocol for office/facility assigned. Uses good customer service techniques, offers assistance in a professional manner, researches  questions and/or refers to the appropriate staff member to handle the request. 

Uses computer to key data from handwritten notes or rough draft materials ensuring that the finished documents contain the proper format, content, grammar, spelling and punctuation.  Such duties may include but are not limited to: Typing administrative documents, correspondence, instructions, forms and reports utilizing references, policy, directives and standards. Ensures information is accurate and kept up-to-date.  Keying does not require great speed, but must be accurate. Performs other related duties as assigned.

Coordinates with supervisor to collect relevant data for requested actions.  Administratively assists ER Specialist in conducting investigations and collection of case file documentation.  Assists in preparing disciplinary/adverse actions.  Maintains Employee Relations log and sends weekly report for Program Director.


QUALIFICATIONS:   Meticulous detail-orientation and document tracking skills are a must.  Must have the ability to multi-task, prioritize, and re-prioritize workload to meet changing priorities.  Must possess critical thinking skills.  Must be able to communicate effectively verbally and in writing, including proficiency with English grammar, spelling and punctuation. Must demonstrate above average customer service skills, and have the ability to handle difficult situations with grace and tact. Must possess proficiency with MS Word.
Experience with Excel spreadsheets, HRIS data entry, specifically SAP/AIMS preferred.  PHR certification preferred. Knowledge of Human Resources laws and policies, PII document control, and Employee Relations knowledge is preferred. 


[bookmark: Text17]SPECIAL REQUIREMENTS:  Access to level II Government computer is required in the performance of duties, the incumbent must pass SF-86/Eligibility for Secret Clearance upon hire and periodically thereafter as a condition of employment.  Incumbent must possess and maintain a valid drivers license, as travel between local installations may be required in the performance of duties. 

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