A COPY OF THIS JOA MUST BE POSTED ON ALL BULLETIN BOARDS

 NONAPPROPRIATED FUND JOB OPPORTUNITY ANNOUNCEMENT 

 US ARMY COMBINED ARMS SUPPORT COMMAND AND FORT LEE

                                                                                                                   OPENING DATE:  09 JUL 2004
                                                                                                                   FIRST CUTOFF DATE:  15 JUL 2004
                                                                                                                   OPEN UNTIL FILLED 
NONAPPROPRIATED FUND CIVILIAN PERSONNEL OFFICE
JOB ANNOUNCEMENT: 85-04
POSITION: DESK CLERK NF-1176-1

RATE OF PAY: $5.15 TO $12.40 PER HOUR         

EMPLOYMENT CATEGORY: FLEXIBLE AS NEEDED (0-40) HOURS PER WEEK                        

MUST BE WILLING TO WORK DAY OR EVENING SHIFT, INCLUDING WEEKENDS &

HOLIDAYS

ORGANIZATION/LOCATION: FORT LEE LODGING OPERATION           

DUTIES
Interviews incoming guest to determine their status in order to assign appropriate quarters.  Assists clientele in the completion of required forms and registration cards; answers questions pertaining to rules and regulations governing the assignment and use of quarters; issues room keys.  Provides statement of non-availability when applicable.  Posts registration information on the registration card.  Orients   guests concerning use of facility and equipment, and other facilities available on post.  Computes charges for guests checking out, receives payments and room keys; renders receipts.  At end of shift, accounts for and secures cash.                                                                               

QUALIFICATION REQUIREMENTS
Minimum of 3 months experience in a service industry position.                                                                                                                                                                                 

HOW TO APPLY:

SPOUSE EMPLOYMENT PREFERENCE (SEP) : Applicants claiming Spouse Preference must apply by completing Form NAFHROLEE-1, Nonappropriated Fund Application for Military Spouse Employment Preference (SEP), and DA Forms 3433 and 3433 -1.  You must furnish a copy of the Sponsor's PCS orders to certify eligibility.  If PCS orders do not specify spouse’s name a copy of the marriage certificate or ID Card is required. This preference is allowed to spouse’s of active duty military members who PCS and are permanently assigned to Fort Lee. Preference can only be received once.

DA NAFIS ARE EQUAL EMPLOYMENT OPPORTUNITY EMPLOYER
INVOLUNTARY SEPARATED MILITARY (ISM)

Applicants must submit DA Form 3433 and 3433-1 with a written request (signed and dated) and a copy of a DD 214, (Member 4) or DD 1173 for Family Members, or a copy of an official letter from Department of the Army including eligibility.

INTERNAL EMPLOYEES:

Applicants must complete a DA Form 3433 and 3433-1 in its entirety.  No review will be made of employee’s personnel folder.

CURRENTLY EMPLOYED APPROPRIATED FUND EMPLOYEES:

Applicants must complete a DA Form 3433 and 3433-1 in its entirety and submit SF-50 to show current appointment and completion of one year probationary period.

EXTERNAL APPLICANTS:

All outside applicants must submit a DA Form 3433 and 3433-1 and Veterans claiming reference must submit a copy of their DD 214 (Member 4).

NOTE:   As a condition of employment, applicant must participate in direct deposit for pay purposes.

NOTE:  ALL APPLICATIONS MUST BE FORWARDED TO THE CIVILIAN PERSONNEL OFFICE-NAF, BUILDING 12400, FORT LEE, VA  23801, BEFORE 4:00 P.M. ON THE DATE THE ANNOUNCEMENT CLOSES.

