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    NAF JOB 

 ANNOUNCEMENT

US ARMY, PICATINNY, NEW JERSEY 07806
Opening Date:  26 July 2004    
     Closing Date:  31 December 2004

Vacancy Announcement Number: 04-0033
Position:                  Child & Youth Program Assistant (CC-1702-02, 03, 04)
Pay:                          (CC-02/$10.04) (CC-03/$10.96) (CC-04/$12.30)

Place of Work:         Youth Services

Position Status:       This is a Permanent position. – Full Time
Work Schedule:       40 hours per week / Work Schedule: (Monday, 8:30am to 5pm) / (Tuesday, 8:30am to 5:00pm) / 
(Wednesday, 12:00noon to 8:30pm) / (Thursday, 12:00noon to 8:30pm) / (Friday, 1:30pm to 10:00pm)
Who May Apply:  All interested U.S. Citizens and Legal Immigrants, age 18 or older.
Point of Contact:  Sherry Jones, Personnel Specialist, sjones@pica.army.mil, (973) 724-2261
Applications and Resumes can be faxed to (973) 724-6311.  (Read:  How to apply, stated below.)
BENEFITS OFFERED:   Medical and Dental Coverage, Retirement Pension Plan, 401(k) Savings Plan, Life Insurance, Annual Leave/Sick Leave/Family Medical Leave and 10 Paid Holidays Per Years.

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

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.)

DUTIES for CC-02 Level:
This is a developmental assignment to Target position Child and Youth Program Assistant (Target Level-4), CC-1702-02, Job #AM299.   Serves as a Child and Youth Program Assistant (CYPA) in one or more CYS programs.  Maintains control of and accounts for whereabouts and safety of children and youth. Assists in providing and leading planned activities for program participants. 

Helps establish a program environment that promotes positive child and youth interactions with other children, youth and adults. Helps prepare, arrange, and maintain indoor and outdoor activity areas and materials to accommodate daily schedule. Uses prepared curriculum/program materials and assists with developing a list of needed supplies and equipment. 

Interacts with children and youth using approved child guidance, and youth development techniques. Interacts professionally with staff members, parents, and the Command. 
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Supervises children and youth during daily schedule of indoor and outdoor activities, on field trips, outings, and special events. Promotes and models safety, fitness, health, and nutrition practices. Notifies supervisor on health, fire and safety compliance concerns.  Helps arrange for/serve appropriate snacks/meals where applicable. 

Observes a program participant for signs that may indicate illness, abuse or neglect and reports as directed. Notes special instructions provided by parents. Ensures children and youth (as applicable) depart with authorized person according to written parental instruction. 

Assists in maintaining program participation data, and completing required daily reports. 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 records and tracks completed training on own Individual Development Plan (IDP).  Participates in program evaluation as required. Assists In achieving, and maintaining DoD/Army certification and national accreditation or Army equivalent. Performs other related duties as assigned.

QUALIFICATION REQUIREMENTS for (CC-02 Level):

Candidate must:
- Possess a high school diploma or GED certificate.
- Be able to communicate in English (both written and verbal).
- Be 18 years of age at the time of appointment.
- Possess and maintain the physical ability to lift and carry up to 40 pounds, walk, bend, and stoop and stand on a routine basis. Duties may involve working both indoors and outdoors.
- Documentation of good mental and physical health and freedom from communicable disease.
- Satisfactory completion (no convictions of child abuse, molestation, neglect, or battering; or drug related offense) of Local and National Background Checks.

DUTIES for CC-03 Level:

SUPERVISORY CONTROLS:
 
Performs a variety of developmental duties under close supervision. Supervisor assigns specific tasks verbally and/or written with specific initial instructions and is available for guidance and advice on all aspects of work to be accomplished and evaluated. Work is reviewed in detail, while in progress and upon completion to ensure and assess trainee's progress and to evaluate attainment of training objectives and readiness for increased autonomy and further training.

MAJOR DUTIES:

This is a developmental position leading to Child and Youth Program Assistant (Target Level-4) Job #AM299. Serves as a Child and Youth Program Assistant (CYPA) in one or more CYS programs. Maintains control of and accounts for whereabouts and safety of children and youth. Assists in planning, coordinating and conducting activities for program participants, including group as well as individual child activities. Establishes a program environment that sustains participant interest and promotes positive child and youth interactions with other children, youth and adults. Helps prepare, arrange, and maintain indoor and outdoor activity areas and materials to accommodate daily schedule. Assists children and youth with special projects and homework. Participates in conferences with parents and staff. Reviews and implements daily schedules and activity plans to ensure age/stage appropriateness. Sets up displays and bulletin boards. 
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Interacts with children and youth using approved child guidance and youth development techniques. Interacts professionally with staff members, parents, and the Command. 

Supervises children and youth during daily schedule of indoor and outdoor activities, on field trips, outings and special events. Promotes and models safety, fitness, health and nutrition practices. Notifies supervisor on health, fire, and safety compliance concerns. Helps arrange for/serve appropriate snacks/meals where applicable. 

Observes a program participant for signs that may indicate illness, abuse or neglect and reports as directed. Notes special instructions provided by parents. Ensures children and youth (as applicable) depart with authorized person according to written parental instruction. 

Participates in program evaluation using designated instruments such as programmatic rating scales, risk assessment tools (as required) self-inspection materials and national accreditation tools. Assists In achieving and maintaining 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 completed training on own Individual Development Plan (IDP). 

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. 

Performs other related duties as assigned.                                                                                                                                                                                                   

QUALIFICATION REQUIREMENTS for CC-03 Level:                                                               

Candidate must:
- Meet entry-level requirements as stated in Job #AM300 and demonstrated satisfactory performance. 
- Possess 6 months experience working in a group program with children and/or youth.
- Completion of Army Entry Level Training Certificate (Air Force/Navy equivalent) 

OR

- Meet entry-level requirements as stated in Job #AM300 and demonstrated satisfactory performance. 
- Possess 6 months experience working in a group program with children and/or youth.
- Nine (9) semester hours of college credit in early childhood/elementary/secondary/special education, child/youth development, psychology, human development, youth program administration, recreation 
or related behavioral sciences.  (TRANSCRIPT REQUIRED from an Accredited College or University).
DUTIES for CC-04 Level:

SUPERVISORY CONTROLS:
 
Works under the written and verbal direction of the supervisor, who provides guidance on scope of assignments and assistance on the more complex, non-routine problems encountered. 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.
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MAJOR DUTIES for CC-04 Level:

Serves as a Child and Youth Program Assistant (CYPA) in one or more CYS programs. Maintains control of and accounts for whereabouts and safety of children and youth. Plans, coordinates, and conducts activities for program participants based on observed needs of individual children/youth. Implements activities and special events that meet the physical, social, emotional and cognitive needs of children and youth. Establishes a program environment that sustains participant interest and promotes positive interactions with other children, youth and adults. Helps 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. Prepares and implements program options for children and youth with special requirements.

Reviews, provides input to, and implements schedules and activity plans. Demonstrates, instructs, leads and facilitates planned and spontaneous program activities. Sets up displays and bulletin boards. 

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 and staff. Briefs other employees and parents.

Supervises children and youth during daily schedule of indoor and outdoor activities, on field trips, outings and special events. Promotes and models safety, fitness, and health and nutrition practices. Notifies supervisor on health, fire, and safety compliance concerns. Helps arrange for/serve appropriate snacks/meals where applicable. 

Explains and models program guidance, procedures, policies and directives to entry and skill level staff. Models appropriate behaviors and techniques for working with children/youth.

Observes program participants for signs that may indicate illness, abuse or neglect and reports as directed. Notes special instructions provided by parents. Ensures children and youth (as applicable) depart with authorized person according to written parental instruction. 

Participates in program evaluation using designated instruments such as programmatic rating scales, risk assessment tools (as required) self-inspection materials and national accreditation tools. . Assists In achieving and maintaining 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 completed training on own Individual Development Plan (IDP). 

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. 

On rare occasions may be required to operate a motor vehicle.

Performs other related duties as assigned.
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QUALIFICATION REQUIREMENTS for (CC-04 Level):

Candidate must:

- Meet skill-level requirements as stated in Job #AM301 and demonstrated satisfactory performance.
- Possess eighteen (18) months experience working in a group program with children and/or youth.
- Completion of Army Foundation Level Training Certificate (Air Force/Navy equivalent).

OR

- Meet skill-level requirements as stated in Job #HT150426 and satisfactory performance.
- Possess eighteen (18) months experience working in a group program with children and/or youth.
- Fifteen (15) semester hours of college credit in early childhood/elementary/secondary/special education, child/youth development, psychology, human development, youth program administration, recreation or related behavioral sciences, or one (1) year vocational certificate in childcare.  (TRANSCRIPT REQUIRED from an Accredited College or University).

CONDITIONS OF EMPLOYMENT:

A satisfactory National Agency Check (NAC) investigations and State Criminal History Repository (SCHR) checks are required.  Continued employment is dependent upon favorable completion of the required investigations.
All required background checks of AR 215-3, Chapter 2, paragraph 213; i, must be successfully completed and maintained to include the initiation/completion of Child and Youth National Agency Check with Inquiries (CNACI). 
(CC-02 Level):  Satisfactory completion of required training must be accomplished within six months of appointment leading to reassignment to CYPA (Skill Level - 3). Failure to achieve desired training with demonstrated competence may result in separation.   

(CC-03 Level):  Satisfactory completion of required training must accomplish within twelve months of appointment leading to CYPA (Target Level). Failure to achieve desired training with demonstrated competence may result in separation.
(CC-04 Level):  Successful completion of prescribed training (transition and/or annual) is required. Failure to achieve desired training with demonstrated competence may result in separation. May be required to obtain a valid driver's license.

Direct Deposit is Mandatory: All NAF employees are required to designate a financial institution to which their pay can be directly deposited via Electronic Fund Transfer (EFT) at time of appointment.  

Full-Time employees are required to sign up for the NAF Retirement Plan (Mandatory).
Prior to employment:  A physical examination will be done on Picatinny by a government physician at no cost to the applicant.
Candidates appointed are required to posses and show a valid Social Security Card and Birth Certificate.  In addition, other proof of identity (picture identification) must be verified at time of appointment (i.e., driver’s license, military ID card, school ID, passport, etc.) 
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OTHER REQUIREMENTS:

Male applicants born after December 31, 1959 must complete a Pre-Employment Certification Statement for Selective Service Registration.

HOW TO APPLY AND SUBMIT APPLICATIONS/RESUMES:  
There are several ways to apply and submit applications/resumes. They include:

Faxing: (973) 724-6311                                                                                                                                           E-mailing:  sjones@pica.army                                                                                                                              Dropping Off:  Located at the Visitors Control Center, Building 1136 before entering on post.                                                                   Mailing:  NAF Civilian Personnel Office, Building 1 Ramsey Ave, Picatinny, NJ 07806.                                                                                                                                                                                                                                                                                            
Applications can be picked up at the Visitors Control Center, Building 1136, Monday     through Friday, 7:00am to 3:30pm or visit us on the web for applications, and other                job openings. http://w4.pica.army.mil/mwr/NAFJobs/civilianjobs.htm
Note:  Applicants must clearly define their qualifications, experience, and education relative (accredited college or university transcript required) for the CC-03 and CC-04 Level.  Dates and length of time for experience should be defined.  Applicants should carefully read over qualification, preference requirements and condition of employment and attach any paperwork of qualification or eligibility preference at time of application to be considered for any preferences.
SEP and ISM preference is terminated upon acceptance or declination of any continuing position, whether or not preference was applied.                                                                                                                                                                                                                           
Complete a DA Form 3433 (Nonappropriated Fund Employment Application OR fax in your Resume with a DA Form 3433-1 (Supplemental Employment Application Form).  In addition, if you are applying for a child-youth services position, DA Form 3433-2 (Supplemental-A Employment Form for Child-Youth Services Positions) must also be completed.  
Copy of latest Personnel Action (DA 3434, SF 50, or AAFES 1200-75) if current or former Civilian Service.

	PREFERENCES:  If claiming Preference copies of paperwork must be attached at time of application to be considered.

	· 
	Spouse Preference (SEP) (AR 215-3, 2-11) is granted to spouses of active duty military personnel who have been transferred to Picatinny.  Marriage to the military member must have occurred prior to the service members’ relocation to the new duty station.    A copy of the spouse's PCS orders must be furnished at time of application as verification of preference.  SEP eligibility is terminated on placement into any continuing position (NAF or APF), or one expected to continue for at least one year in the new duty location, whether or not the preference was applied. Refusal of a military spouse to participate in established recruitment procedure (e.g. interview, K.S.A’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. 

	· 
	Involuntary Separated Military Preference (ISMP) (R 215-3, 2-12) will be granted one time to former military member (includes      spouse and eligible dependent children) released from active duty since 30 Sep 90 under Honorable conditions are entitled to       preference in hiring foe a period of 1 year after separation.  A valid military or civilian identification card bearing the Transition   Assistant (TA) stamp is required at time of application.  
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	· 
	Current and former NAF employees.  Current Civil Service (APF) employee's are deemed to have current NAF employee status for purposes of this priority consideration if, at time of application, they are serving in a position without time limits and have served continuously for at least one year in an Army APF position. NAF employees of another NAF activity, such as AAFES, must furnish           a copy of an Appointment Action or other proof of NAF employment.

	· 
	Veteran's Preference is granted for honorable service before and through the Vietnam Era (ended 14 Oct 76), to Disabled Veterans,       and to Veterans who served in campaigns such as Panama, Desert Shield/Storm and Haiti.  Recently retired military, including those       on terminal leave, may file applications.  All veterans of active Military Service are required to furnish a copy of their DD-214(s)          Part 4 at time of application.

	· 
	Outside Applicant Non-Veteran applies to all other applicants, including active duty military personnel who can obtain their    Commander's permission to work for NAF during off-duty hours.


FOR FURTHER INFORMATION:  Call (973) 724-2261 or (973) 724-4156, Nonappropriated Fund Civilian Personnel Office, Building 1 Ramsey Avenue, located in the Civilian Personnel Advisory Center, Picatinny, 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.  

The Department of the Army NAF provides reasonable accommodations to applicants with disabilities.  If you need a reasonable accommodation for any part of the application and hiring process, please notify the serving NAF Civilian Personnel Unit.  Requests for reasonable accommodation are made on a case by case basis.
DOD Nonappropriated Fund Instrumentalities are Equal Opportunity Employers.
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