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NONAPPROPRIATED FUND VACANCY ANNOUNCEMENT

MWR/NAF HUMAN RESOURCES BRANCH

NAVAL SUBMARINE BASE, CODE QL224

KINGS BAY, GEORGIA 31547-2606

FOR FURTHER INFORMATION

CONTACT (912) 573-8572


ANNOUNCEMENT NO: OCNAF-0064

OPENING DATE: 02 JAN 2004                     CLOSING DATE: 31 DEC 2004 

OPEN CONTINUOUS:  YES             

POSITION: CDC EDUCATION AID, GE-1702-02/03/04.        STARTING PAY: $9.36 PER HOUR  LOCATION: CHILD DEVELOPMENT CENTER, MWR DEPARTMENT, SUBASE, KINGS BAY, GEORGIA.

AREA OF CONSIDERATION:  OPEN TO THE PUBLIC AND CURRENT MWR/NAF EMPLOYEES WITHIN THE NSB

SUBASE, KINGS BAY, GEORGIA COMMUTING AREA.

NOTE: CURRENT MWR/NAF EMPLOYEES PLEASE INCLUDE A COPY OF MOST RECENT PERFORMANCE     EVALUATION AND PERSONNEL ACTION REPORT (PAR) WITH OF-612 APPLICATION.

=======================================================================================

WORK SCHEDULE INFORMATION: This announcement covers flexible (0 to 40 hours per week) positions.  Will require days, may require nights, weekends and holiday hours.  This announcement is open continuous, positions will be filled as openings occur.

DUTIES AND RESPONSIBILITIES:

The grade level of this position represents the Entry level: Performs routine child care tasks, attends to the physical needs of the children.  Training will be progressively more responsible and specialized in nature.  These duties are performed to increase knowledge of child care duties and responsibilities and develop skills for advancing. Intermediate level: Performs major target level duties under the supervision of higher graded employee.  Assists in planning and conducting programs, reviews and implements daily schedules and activity plans.  Attends to the physical needs of the children.  Target level: Performs duties independently, assistance and guidance are available.  Attends to the physical, social, emotional and intellectual needs of the children.

QUALIFICATION REQUIREMENTS:

Applicants will only be hired at the GE-02 grade level.  Once requirements are completed, incumbent is upgraded non-competitively to the GE-03 and Ge-04 grade levels. Qualified applicants must be 18 years old or older, earned a high school diploma or equivalency and have some child care experience.  Must be able to lift and carry up to 40 pounds.  Must be certified in CPR and First Aid within (60) days.  Child abuse reporting training, basic child development and local standards training will be required within the first (6) months.  Intermediate level requires (6) months specialized experience.  Target level requires (1) year specialized experience.  Specialized experience is actual experience in a child care center or a directly related field, i.e., kindergarten aid, teacher, etc.  Failure to complete required training or receive necessary certification within prescribed time frames, MAY be grounds for removal.  Incumbent must be able to obtain and maintain yearly medical health card and annual flu vaccine.  Employment will be subject to completion of favorable required Local, State and National Agency background checks.

Applicants will be rated against the job elements listed on Attachment B of this announcement, and those with the highest total scores will be referred first for consideration.

SPOUSE EMPLOYMENT PREFERENCE: Individuals requesting Military Spouse Preference must

attach a copy of their Spouses PCS Travel orders to their application.              

NOTE: APPLICANTS WHO APPLIED UNDER A PREVIOUS ANNOUNCEMENT MUST RE-APPLY

=======================================================================================

Review Attachment C

The Department of the Navy is an Equal Opportunity Employer

=======================================================================================

ATTACHMENT B

MERIT STAFFING PLAN PERSONAL INFORMATION SUPPLEMENT

---------------------------------------------------------------------------------------

Name                     date      position applied for           Announcement #

                                CDC PROGRAM ASST, GE-1702-02       OCNAF-0064    

---------------------------------------------------------------------------------------

Present Position                   Present Supervisor

Title/Grade

---------------------------------------------------------------------------------------

This voluntary supplement is to allow applicants to highlight knowledge, skills and abilities which will be used to evaluate candidates for the position.   For each of the factors, please indicate the OF-612 section(s) where you feel the factor is best demonstrated.  If there are additional projects, details, work assignments or outside activities which demonstrate your ability to perform the factor,  use the space provided and/or additional paper as needed for other factors.   You will receive consideration even if you choose not to complete this form.   Factors that applicants will be evaluated on:

--------------------------------------------------------------------------------------- 1.  FACTOR:  Knowledge of policies, procedures and techniques employed within an MWR Child Development Center (fire, safety, emergency evacuation, first aid, CPR, etc.).

Demonstrated on OF-612 in sections:____________________

Narrative comment:

2.  FACTOR:  Ability to communicate and read and write English.                   

Demonstrated on OF-612 in sections:____________________

Narrative comment:

3.  FACTOR:  Ability to promote customer service and a positive working relationship among co-workers.

Demonstrated on OF-612 in sections:______________________

Narrative comment:

4.  FACTOR:  Ability to meet and deal with the public (both adults and children).    

Demonstrated on OF-612 in sections:______________________

Narrative comment:

________________________________________________________

SIGNATURE                                    DATE

