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    NAF JOB 

 ANNOUNCEMENT

US ARMY, TACOM-ARDEC, PICATINNY ARSENAL, NEW JERSEY 07806

POSITION: Lead Child & Youth Program Assistant (Level 5)     ANNOUNCEMENT #:  04-0004  
PAY PLAN/SERIES/GRADE:  CC-1702-02


         OPENING DATE:  02 January 2004
PAY:  $13.76 per hour
    CLOSING DATE:  31 December 2004
LOCATIONS: Child Development Center and  School Age Services



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

OPEN AND CONTINUOUS*

(This position is considered “open and continuous” which means you may apply for this position on an open and continuous basis.  Positions may or may not be available at time of application.  Applications will be held on file for one year and will be considered when a vacancy occurs.)

WORK SCHEDULE:  
Child Development Center:  Regular Full-Time (Monday through Friday, year around job)

School Age Services:  Regular Full-Time (Monday through Friday, year around job) (hours are split 0700 – 0900 and 11:00 – 17:00 during the school year, and straight 0700 – 1530 during the summer)
AREA OF CONSIDERATION:  All interested U.S. Citizens and Legal Immigrants.
Duties:
SUPERVISORY CONTROLS:
 
Works under the written and verbal direction of the supervisor. Guidance and assistance are normally available at all times, and work is reviewed in terms of results achieved and adherence to established standards and procedures. Routine day-to-day assignments are normally performed independently with technical assistance available from supervisor when required. Routine assignments are spot-checked; the more technical assignments are closely reviewed for adherence to policies, procedures and instructions.


MAJOR DUTIES:

Serves as a team leader for program staff with responsibility for the assigned operation of a CYS activity and program (homework center and small satellite operation) IAW applicable CYS regulations. Maintains control of and accounts for the whereabouts and safety of children and youth. Oversees arrival/departure of children/youth. Supervises children and youth during daily schedule of indoor and outdoor activities, on field trips, outings and special events. Works in ratio with children and youth.

Encourages participant interest and establishes a program setting that promotes positive child and youth interactions with other children, youth, and adults. Monitors staff/child or youth ratios to ensure adequate staffing. Plans, coordinates, and conducts activities for program participants based on observed needs of individual children/youth. Prepares and implements program options for children and youth with special requirements. Works with trainer and supervisor to implement activities and special events that meet the physical, social, emotional and cognitive needs of children and youth. Works with team members to prepare, arrange, and maintain indoor and outdoor activity areas and materials to accommodate daily schedule. Assists children and youth with special projects, homework and life skills. 

Interacts with children and youth using approved child guidance and youth development techniques. Interacts professionally with staff members, parents, and the Command. Participates in conferences with parents, program staff, and school representatives. Briefs other employees and parents. Notes special instructions provided by parents. Ensures children and youth (as applicable) depart with authorized person according to written parental instruction. Provides opportunities for parent involvement.

Instructs team members in specific tasks and job techniques; makes available written instructions, reference materials, and supplies. Explains program guidance, procedures, policies and directives to team members. Resolves problems and conflict situations or obtains information and guidance from the supervisor. Demonstrates proper work methods and provides work-related guidance to subordinates. Models appropriate behaviors and techniques for working with children/youth. Conducts on-the-job training and instruction to team members. Ensures team members follow safety, fire, fitness, health and nutrition procedures and informs supervisor of compliance concerns. Relays instructions from the supervisor, makes activity assignments and gets the work started IAW the daily activity plan. Provides input to the supervisor as requested concerning promotions, reassignments, performance appraisals, incentive awards, etc.

Observes a program participant for signs that may indicate illness, abuse or neglect and reports as directed. Sets up displays and bulletin boards. Arranges for/serves appropriate snacks/meals where applicable. Inventories equipment on a recurring basis and recommends replenishing damaged, missing, and depleted supplies. Secures supplies, equipment, and facilities. Collects, maintains and reports program participation data. 

Uses designated evaluation materials to ensure assigned area is in compliance with Army baseline standards and metrics. Ensures assigned area achieves and maintains standards for DoD/Army certification and national accreditation or Army equivalent. Provides care/supervision, oversight, and accountability for program participants in compliance with DoD, Army and local policies, guidance, and standards.


Completes designated training requirements and tracks and records training on own Individual Development Plan (IDP).
Acts as manager in non-routine/emergency situations for purposes of opening/closing of facility, when 15 or fewer children/youth are present.
Performs other related duties as assigned.

CONDITIONS OF EMPLOYMENT:

All required background checks in accordance with AR 215-3, Chapter 2, paragraph 2-13; i. must be successfully completed and maintained to include the initiation/completion of Child and Youth National Agency Check with Inquiries (CNACI). Successful completion of prescribed training (transition and/or annual) and demonstrated on the job competency is required.

QUALIFICATION REQUIREMENTS: 

Candidate must:

- Meet Target-level requirements as stated in Job #AM299 and satisfactory performance. 
- Possess twenty-four (24) months experience working in a group program with children and/or youth.
- Posses and maintain one of the following: Child Development Associate (CDA), Army School Age Credential (including Boys and Girls of America) or Army Practicum. 

OR

- Meet Target -level requirements as stated in Job #AM299. 
- Possess twelve (12) months experience working in a group program with children and/or youth. 
- Possess AA degree with major emphasis in childcare.

OR 

- Meet Target -level requirements as stated in Job #AM299. 
- Possess six (6) months experience working in a group program with children and/or youth. 
- Possess BA/BS degree with a major emphasis on ECE, Elementary Education, Child Development, Home Economics, or Special Education.     TRANSCRIPT REQUIRED.
HOW TO APPLY:  All applicants must submit the following:

1.  DA 3433 (Nonappropriated Fund Employment Application).

2.  Copy of latest DA 3434 (if current or former NAF employee).

3.  Copy of latest performance appraisal (if current or former NAF employee).

4.  If prior military service, copy of DD 214 (PART 4).
5.  If claiming Spouse Employment Preference (SEP), copy of spouse's orders.  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 a basis for termination of SEP entitlement for the current PCS of the sponsor.

6.  If claiming Involuntarily Separated Members (ISM), copy of DD 214, or DD 1173 for family   

members, or a copy of official letter from Department of Army indicating eligibility.

SEP and ISM Preference is terminated upon acceptance or declination of any continuing position, whether or not preference was applied. 

SPECIAL CONDITION OF EMPLOYMENT:  All NAF employees are required to designate a financial institution to which their pay can be directly deposited via Electronic Fund Transfer (EFT).  
Part-Time employees are required to sign up for the NAF Retirement Plan (Mandatory).

FOR FURTHER INFORMATION:  Call (973) 724-2261, Nonappropriated Fund Civilian Personnel Office, Building 1 Ramsey Avenue, located in the Civilian Personnel Advisory Center, Picatinny Arsenal, New Jersey 07806.  Hours of operation are Monday through Friday, 7:00 AM to 3:30 PM.  PLEASE FAX YOUR APPLICATION TO (973) 724-6311.

ALL QUALIFIED APPLICANTS WILL RECEIVE CONSIDERATION FOR APPOINTMENT WITHOUT REGARD TO RACE, COLOR, NATIONAL ORIGIN, SEX, AGE, RELIGION, POLITICAL AFFILIATIONS, MEMBERSHIP OR NONMEMBERSHIP IN AN EMPLOYEE ORGANIZATION, PHYSICAL/MENTAL HANDICAP THAT DOES NOT INTERFERE WITH THE ACCOMPLISHMENT OF THE JOB, OR ANY OTHER NONMERIT FACTOR.  

DOD Nonappropriated Fund Instrumentalities are Equal Opportunity Employers.
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