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NAF VACANCY ANNOUNCEMENT

MARINE CORPS COMMUNITY SERVICES

CHERRY POINT, NC

Human Resources Department, PSC Box 8009, MCAS Cherry Point, NC 28533-0009

COM:  (252) 466-5229    FAX:  (252) 466-5775
E-MAIL: ombcpthr@usmc-mccs.org   WEB SITE: www.mccscherrypoint.com
 ANNOUNCEMENT NUMBER 45-2010
OPEN:     21 Jul 2010
CLOSE:   03 Aug 2010 

POSITION TITLE:  ASSISTANT MANAGER


     NF1101-03
LOCATION:    MARINE CORPS COMMUNITY SERVICES


           FOOD & HOSPITALITY MILLER’S LANDING

           MCAS, CHERRY POINT, NC 28533

SALARY:  BASED ON EXPERIENCE
TOUR OF DUTY:  DAYS, NIGHTS, WEEKENDS AND HOLIDAYS 
TYPE OF APPOINTMENT:  FULL-TIME

AREA OF CONSIDERATION:  ALL SOURCES
DUTIES AND RESPONSIBILITIES:  Responsible to assist in economic and efficient operation of a service club which includes bar service, catering, entertainment and dining services.  Assists in implementing   higher-level directives, as well as formulating procedures and programs to ensure high standards are maintained for food and beverage, recreational and entertainment/promotional programs. 

Assists Manager with review and evaluation of menu planning, catering and food service and purchase of supplies, equipment and materials.  Participates with the Division Director in establishing financial goals commensurate with market analysis of area.  Adheres to proper military and civilian protocol, and coordinates with military and civilian leadership in connection with Club activities.

Assists in planning, organizing, working and managing internal resources to ensure maximum productivity and economies.  May prepare financial plan, budgets, inventories, cost controls and related records and reports.  Assists in reviewing the financial status of the assigned activity and recommends changes considered necessary.  

Either directly, or indirectly through subordinate supervisors, manages activity employees.  Prepares work plans, trains employees, conducts performance appraisals, counsels assigned personnel, and recommends personnel actions.  Must be alert to alcohol abuse and take appropriate action.  Effectively supports the Marine Corps Equal Employment Opportunity policy, and ensures compliance with fire, safety, security, sanitation and other environmental issues.  

Manages new property resources and provides advice on renovations and improvements.    Maintains and enforces security for MCCS funds, merchandise, supplies, equipment and property to preclude or minimize the potential for fraud, waste and abuse.

Provides World Class Customer Service with an emphasis on courtesy.  Assists customers and communicates positively in a friendly manner.  Acknowledges customers, smiles and makes eye contact.  Asks questions to determine, verify and solve problems.  Checks for satisfaction on the quality of goods and services.  Takes action to solve problems quickly.  Alerts the higher level supervisor, or proper point of contact for help when problems arise.  

Adheres to safety regulations and standards.  Uses required safety equipment, and observes safe work procedures.  Promptly reports any observed workplace hazards, and any injury, occupational illness, and/or property damage resulting from workplace mishaps to the immediate supervisor.

Adheres to established standards of actively supporting the principles of the EEO program and prevention of sexual harassment.  

Performs other related duties as assigned.

MINIMUM QUALIFICATIONS:  Three years experience that demonstrates responsible administrative, professional work involving one or more functions of club operations.  Knowledge of non-appropriate fund policies and procedures preferred.  Must demonstrate ability to deal effectively with all management and patrons and communicate orally and in writing.  Skill to supervise employees in the accomplishment of work.  This is a mixed position where the incumbent must be able to lift and carry objects up to 45lbs independently and objects over 45lbs with assistance.
KNOWLEDGE, SKILLS AND ABILITIES (KSA’S):  KSA’s are the specific characteristics that candidates must possess in order to perform the major duties of the postion.  Qualified applicants will be evaluated on the degree to which they possess the KSA’s shown below.  Applicants should indicate their KSA’s on a separate sheet of paper attached to their application/résumé with each KSA labled to coincide with the paragraphs below; FAILURE TO SUBMIT the additional KSA information will result in the applicant not being included on the “Best Qualified” list.

Experience that demonstrates possession of:

a. Describe work or related experiences that demonstrate your knowledge of menu planning, catering and food service. 
b. Describe work or related experiences that demonstrate your ability to adhere to proper military and civilian protocol and coordinate with military and civilian leadership in connection with Club activities.
c. Describe work or related experiences that demonstrate your skill in preparing financial plans, budgets, inventories, cost controls and related records and reports. 
d. Describe work or related experiences that demonstrate your ability to train employees, conduct performance appraisals and counsels assigned personnel, and recommend personnel actions.
e. Describe your work experiences that show your ability to handle multiple work tasks.
SELECTION:  Vacancies will be filled by the best-qualified applicant as determined by the selecting official.

VACANCIES MAY BE FILLED BY METHODS OTHER THAN INTERNAL COMPETITIVE PROCEDURES WHEN IT APPEARS THAT THE BEST QUALIFIED PERSON CAN BE OBTAINED FROM OTHER SOURCES.

NOTE:  Upon selection and placement into a vacant position, an applicant may be required to transfer at any time within the geographic boundaries, as the needs of the organization dictates.

BACKGROUND CHECK:  The job offer is contingent upon successfully completing a background investigation.
PROBATIONARY PERIOD: Employee selected will be required to serve a probationary period if applicable.

WHO MAY APPLY: Applications/resumes will be accepted for all interested candidates within the described area of consideration.

a. Spouses of relocating active duty military members applying through Spouse Preference Program must submit a written request/statement (may be obtained from the MCCS Human Resources Department) and attach a copy of the sponsor’s Permanent Change of Station (PCS) orders.
b. Veterans who are preference eligible or who have been separated from the armed forces under honorable conditions after 3 years or more years of continuous active service may apply.
c. Involuntarily separated members of the armed forces and eligible family members applying through the Transition Assistance Program must submit a written request/statement (may be obtained from the MCCS Human Resources Department) and present ID card with “TA” stamped in red on front of card.

HOW TO APPLY:  Submit an application/résumé to the Marine Corps Community Services, Attn: Director, Human Resources Department, PSC Box 8009, Marine Corps Air Station, Cherry Point, NC 28533-0009 or Fax to (252) 466-5775 prior to 1600 Eastern Time on the closing date of this announcement.  The application/résumé must describe all experience; education and training to indicate ability to perform duties specified. Must specifically address KSA’s. Application forms are available at the HRO office in Building 400 or online at www.mccscherrypoint.com.   You may forward on-line applications to ombcpthr@usmc-mccs.org 
ACTION REQUIRED OF MANAGERS/SUPERVISORS: Post on all official bulletin boards and distribute copies to supervisors for dissemination to employees.

As part of the employment process, Human Resources may obtain a Criminal Record Check and/or an investigative Consumer Report. Applicants are assured of equal consideration regardless of race, age, color, religion, national origin, gender, political affiliation, physical handicap, marital status, membership or non-membership in an employee organization.

MCCS provides reasonable accommodation to applicants with disabilities.  Applicants with disabilities who believe they require reasonable accommodation should contact MCCS HR at 466-2301. The decision to grant an accommodation will be made on a case-by-case basis. 

This is a Drug-free workplace. The use of illegal drugs by NAF employees, whether on or off duty, cannot and will not be tolerated. Federal employees have a right to a safe and secure workplace, and Marines, Sailors, and their family members have a right to a reliable and productive Federal workforce.

As a condition of employment, candidates are required to participate in direct deposit under all appointments to positions within MCCS.
