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VACANCY ANNOUNCEMENT
               Civilian Personnel Advisory Center (CPAC)

Nonappropriated Funds (NAF) Division

10720 Mt. Belvedere Blvd

Ft Drum, NY

NAF Vacancy Announcement  47-04         OPENING DATE:   4 Aug  2004

                                                                                                     INITIAL CUTOFF DATE: 11 Aug 2004       







              CLOSING DATE:    31 Dec 2004

  POSITION:   Hotel Desk Clerk, NF-1176-01, $ 7.00 ph

  Direct Deposit is mandatory.

LOCATION: Directorate of Community Activities/Lodging Division

WHO MAY APPLY: Anyone may apply. The application you submit will be used for  90 days.  At that time your application will be filed inactive unless you have contacted this office to request and extension. Previous applicants must reapply.

POINT OF CONTACT:   Anette Ames, NAF HR Assistant, 772-4209.

EMPLOYMENT CATEGORY/WORK SCHEDULE: Most positions are flexible with NO entitlements to health, life, retirement benefits, annual or sick leave. This Vacancy Announcement may also be used to fill regular part time or regular full time positions. Noncompetitive procedures may be used in converting a flexible position to regular part time or regular full time, or in changing a regular part time position to regular full time. Work schedule may be irregular (0- 40 hours per week as needed). The incumbent may be required to work shift work, nights, weekends, and holidays.

MAJOR DUTIES:  

· Interviews incoming guests in order to assign appropriate quarters

· Assists guests in completion of forms, answers questions pertaining to rules and regulations governing the assignment and use of government quarters

· Orients guests concerning the use of facility and equipment, and other facilities available on post

· Provides statement of non-availability when applicable and posts registration information in registration card

· Issues room keys, computes charges for guests checking out, receives payments, renders receipts

· At the end of shift , accounts for and secures cash

QUALIFICATION REQUIREMENTS:

Candidates must have previous experience in handling cash and customer service experience.

DESIRED QUALIFICATIONS:

Previous experience in hotel, motel, reservations, or other hospitality related experience.

HOW TO APPLY: Submit DA3434 (NAF Application) and Availability Form ( attachment to Vacancy Announcement) or resume. Applicants who claim veterans’ preference must submit DD 214. Reference both title of the position and the announcement number on DA 3433 and any supplemental forms. INCOMPLETE APPLICATINS WILL NOT BE CONSIDERED. Initial Cutoff date: The applications received by the initial cutoff date will be reviewed first.

CPAC may issue a referral at that time or may choose to collect additional applications for referral.

You may apply by any of the following methods:

1) faxed to 772-8078, Attn: Anette Ames

2) emailed to anette.ames@drum.army.mil.  Vacancy Announcement Number and Position Title must be included in the subject line in order to receive consideration.

3) mailed to: Department of the Army, CPAC/NAF, 10720 Mt Belvedere, Room B2-36, Fort Drum, NY 13602-5101, ATTN: Anette Ames. Mailed applications must be postmarked by the initial cutoff date.

4) turned in to the customer service representative at Jefferson Community College (The Workplace) and the Department of Labor. A CPAC representative is generally available for job information on the first and third Wednesday at the Department of Labor and at the second and fourth Wednesday at JCC , from 2-4 pm respectively.
NOTE: In keeping with the objective expressed by the Department of the Army (AR 215-3) to select the best qualified candidates available, management reserves the right to fill the vacancies by the following methods: Reassignments, promotion, transfer, reinstatement or new appointments.
EMPLOYMENT PREFERENCES:  

(1) Military Spouses: Spouse Employment Preference (SEP) will be given to eligible spouses of active duty military members, to include National Guard, and Reservist and Coast Guard on active duty.  To be eligible for SEP, applicant must submit a signed statement requesting spousal preference and a copy of sponsor’s PCS orders with the application for a position.  Refusal by the spouse to participate in established recruitment procedures (i.e., interview, KSA’s where required, etc.) is considered a declination of employment and is basis for termination of SEP entitlements for the current PCS of the sponsor. 

(2) Involuntary Separated Military Members: Preference will be given to eligible members of the Armed Forces and their Families members, who were involuntary separated under other than adverse conditions.  To be eligible for ISM, applicants must submit a copy of DD Form 214 or DD Form 1173 for Family members, or a copy of official letters from Department of the Army indicating eligibility.  

(3) Current or Former Nonappropriated Fund Employees.

(4) Outside Applicants, Veterans.  

(5) Outside Applicants, Non-Veterans.

REASONABLE ACCOMMODATION: Individuals who require special services or accommodations due to a disability should advise CPAC/NAF.

Whistleblower Protection: Applicants will be free from reprisal in making protected disclosures.

DEPARTMENT OF ARMY NAFIS ARE EQUAL OPPORTUNITY EMPLOYERS.

Post to All Bulletin Boards         
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Name___________________________Vacancy Ann #___________

HOURS OF AVAILABILITY

Nonappropriated Funds (NAF)

Thank you for applying!  

We’d like to try to match the hours you’re available to work with the jobs we may need to fill.  Please write the times you’re available each day.  List specific hours and be sure to circle either AM or PM.  If you cannot work on a certain day, write an X on the lines for that day.

Day
Earliest time you can work
Circle One
Latest time you can work
Circle One

Sunday



AM / PM

AM / PM

Monday



AM / PM

AM / PM

Tuesday



AM / PM

AM / PM

Wednesday



AM / PM

AM / PM

Thursday



AM / PM

AM / PM

Friday



AM / PM

AM / PM

Saturday



AM / PM

AM / PM

Number of hours you are available to work each week:
_____

Number of hours you prefer to work each week:
_____

Are you able to work Nights?
_____



Weekends?

_____



Holidays?

_____



Split Shifts?

_____
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