Non Appropriate Fund Human Resources
Fleet and Family Readiness Programs
VACANCY ANNOUNCEMENT
	Date:  
	05 OCT 2012
	

	Position/Grade:  
	
LAUNDRY MANAGER, NF 1173 03

	
Announcement # :
	[bookmark: Text3]
SP-115-12A

	Pay:  
	$22.00-$25.00 per hour

	Location:
	NAS Oceana VA, NGIS Regional Laundry                    Closing Date:  OPEN UNTIL FILLED

	Relocation Costs:
	Will not be paid
	2nd Closing Date: 10 OCT 2012
	

	Area of Consideration:
	All Sources
	(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:  Ensures security of all guests is maintained at all times.  Ensures guest privacy is maintained at all times.  Must possess a welcoming manner and positive attitude; demonstrate effective communication skills; professionally interact with guests; answering guest questions concerning laundry productivity and scheduling, and provide assistance in handling customer complaints, involving management as necessary.  Utilizes the Property Management System (PMS) to access reports to determine occupancy forecast and determine room nights sold for invoicing purposes.  Performs supervisory duties, to include training, planning, work direction, safety monitoring and administration for the laundry department.  Performs a full range of supervision to include training, planning, work direction, and administration for the housekeeping department.  Advises management of all items required to accomplish the laundry mission, to include accountability and responsibility for bulk items issued from the storeroom.  The incumbent is also responsible for coordinating, supervising, and completing the quarterly linen inventory as well as periodic unannounced supply inventories to determine billing and detect missing inventory.  Prepares invoices, manages inventory, records damages and issues requests for replacements.  Determines requirements for cleaning supplies, materials and equipment required by the laundry staff, places orders and ensures items are available to meet program requirements.  Ensures all equipment is properly maintained, stored and accounted for.  Places maintenance calls for repairs as required within procurement guidelines.  Develops the organizational structure and staffing requirements of the laundry department to support operational requirements.  Responsibilities include advising management of all personnel requirements, and interviewing/hiring of prospective staff.  Approves and/or recommends leave, ensuring that schedules are set to ensure all program requirements are met.  Advises and coaches subordinates on performance, and develops improvement plans as required.  Evaluates performance, and develops improvement plans, recommends awards and or corrective/disciplinary actions.  Interviews and recommends applicants for selection or promotion.  Handles staff suggestions and complaints, referring difficult situations to management.  Ensures EEO complaints are applied and an appropriate work environment is maintained.  Develops and conducts a training program for laundry operations.  Maintains training records for each staff member.  Ensures personnel are fully trained before operating equipment.  Ensure safety and standard operation procedures are observed and followed.  Investigates and prepares reports for staff mishaps/accidents.  Reads and interprets business records and statistical reports.  Provides, input for budget.  Perform laundry duties on an “as needed” basis to cover for staffing shortages.  Perform other related duties as assigned.   

QUALIFICATIONS:   Four years experience in a housekeeping dep’t or hospitality environment that demonstrates knowledge of basic principles, concepts, standards, regulations, and administration related to housekeeping and/or custodial and laundry operations.  Professional knowledge of a lodging organization, administration, policies/procedures, and supervisory practices in conducting day-to-day operations.  Knowledge of housekeeping and facility policies and standards, use and care of cleaning solutions, safety, environmental, and fire prevention regulations and practices.  Must be skilled in the use of a personal computer and various software programs.  Must become familiar with and demonstrate skill utilizing the property management system within 90 days of hire.  Must be able to communicate clearly and effectively both verbally and in writing in English.  Must possess basic math and reading skills.


· SPECIAL REQUIREMENTS:  This position is required to do considerable standing, bending, walking, pushing, pulling, and climbing.  Must have the ability to perform moderately strenuous physical labor as unassisted lifting, moving and carrying of supplies and equipment weighing up to 45 pounds is required.  Assisted lifting, moving and carrying in excess of 45 pounds may be required.  May be required to climb/descend stairs and properly placed stepladders.  It is not unlikely that conditions may be very hot due to heat from the dryers and presses.  Some facilities will require exposure to outdoors.  The incumbent may be exposed to dirt, disagreeable odors, and skin/eye irritants from strong cleaning solutions.  Personal Protective Equipment (PPE) is provided and must be worn.  This position may be designated ALPHA personnel for inclement weather or in the interest of national security and may be required to report for work when other employees are excused.  This position is subject to the possibility of workdays on weekends and holidays, as well as, rotating shifts, often consisting of other than normal duty hours.  The staff member may be recalled to duty and/or required to work Overtime, including on an emergency basis.  A complete physical examination may be required.  May be required to possess a valid state driver license.  The incumbent is expected to meet the requirements of a Certified Hospitality Supervisor (CHS) within 6 months of employment and all requirements for housekeeping, custodial services, and/or laundry operations as outlined in the Lodging Career Path Guide.  Computer access is required to perform duties, and must successfully pass SF-86/Eligibility for Secret Clearance upon hire and periodically thereafter.


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