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NAF Vacancy Announcement # 56-04 
OPENING DATE:   5 Oct 04








CLOSING DATE:  20 Oct 04






POSITION: Secretary, NF-0318-02

SALARY:  $6.59 - $12.25 per hour (negotiable)

Direct deposit is mandatory.

LOCATION:  Morale, Welfare & Recreation, Marketing Division

WHO MAY APPLY:  Applications will be accepted from all applicants.

POINT OF CONTACT:  Ingrid Coose, NAF HR Assistant, 772-5819.

WORK SCHEDULE:  This position is regular part time (20 hours per week) with entitlements to health, life, retirement benefits, 401k savings plan, annual and sick leave. Noncompetitive procedures may be used in converting a regular part-time position to regular full time. Must be available to work nights, weekends, holidays, and special events.

CONDITIONS OF EMPLOYMENT:

Continued employment is contingent upon favorable completion and adjudication of required security investigation.

Must possess a valid driver’s license.

MAJOR DUTIES:  

· Coordinates and follows through n numerous details required in the administration of the office.

· Receives, sorts, distributes mail; monitors projects to insure that suspense dates are met.

· Insures compliance with policies and procedures governing preparation, routing and approval of correspondence.

· Composes and types documents in final form.

· Maintains files in accordance with the Army functional file system.

QUALIFICATION REQUIREMENTS:  

· Ability to perform mathematical calculations and maintain financial records.
· Knowledge of MS Office-Word, Excel, Access, Powerpoint and Office Intregration.
· Good command of the English language, both written and oral.   
· Knowledge of marketing desirable.                                      

· Ability to read and write English fluently.

HOW TO APPLY:  Submit DA 3433 (NAF Application) or resume.. Applicants who claim veterans’ preference must submit DD Form 214 along with application or resume. Reference both the title of the position and the announcement number on application or resume. INCOMPLETE APPLICATIONS WILL NOT BE CONSIDERED.  You may apply by any of the following methods:  (1)  faxed to 772-8078, or (2)  emailed to ingrid.coose@drum.army.mil, or (3)  mailed to: Department of Army, CPAC/NAF, 10720 Mt. Belvedere Blvd., Room B2-36, Attn:  Ingrid Coose, Ft Drum, NY 13602-5101. or (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 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:  DA NAF provides reasonable accommodations to applicants with disabilities.  If you need reasonable accommodation for any part of the application and hiring process, please notify CPAC NAF.  Requests for reasonable accommodation are made on a case by case basis.

WHISTLEBLOWER PROTECTION:  Applicants for employment are protected from reprisal in making protected disclosures.

DEPARTMENT OF ARMY NAFIS ARE EQUAL OPPORTUNITY EMPLOYERS.
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