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    NAF JOB 

 ANNOUNCEMENT

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

POSITION:  Clerk
 ANNOUNCEMENT #:  04-0030  
PAY PLAN/SERIES/GRADE:  NF-0303-01


         OPENING DATE:  14 June 2004 
PAY RANGE:  $6.50 TO $7.50 per hour
    CLOSING DATE:  01 September 2004
LOCATION: Financial Management/Community Recreation Division



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

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:  Flexible (ON-CALL EMPLOYMENT) 
   (either scheduled or as-needed tour of duty, 00-40 hours per week) 
  
Duties:
Performs routine procedural clerical and administrative support work.  Applies a series of prescribed procedures or steps while processing clerical transactions. Assures that the procedures for processing transactions are followed and is not primarily responsible for determining the what and why of the transaction. Typical duties include mailing and filing correspondence; answering the telephone; reporting, recording, time and attendance, etc.

 
 CONDITIONS OF EMPLOYMENT:

Satisfactory completion of pre-employment background checks in accordance with               AR 215-3, 02-13i, are required.
QUALIFICATION REQUIREMENTS:
Ability to communicate orally and in writing; to follow simple instructions and effectively deal with the general public.

HOW TO APPLY:  All applicants must submit the following:

1.  DA 3433 (Nonappropriated Fund Employment Application) or Resume.

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).  
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 OR RESUME 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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