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OPEN CONTINUOUS VACANCY NOTICE

POSITION:  
Desk Clerk NF-1176-02



Flexible (0-40 hours per week)



Salary: $8.71 per hour (Minimum Starting Pay)

SPECIAL NOTES:  INDIVIDUALS SELECTED FROM THIS ANNOUNCEMENT MAY BE CHANGED TO PART-TIME OR FULL-TIME AT MANAGEMENT’S DISCRETION WITHOUT FURTHER COMPETITION.

LOCATION:  Billeting Fund.

NOTE:  Applicants for this position are being accepted for various anticipated openings.  This announcement may serve to provide a supply of qualified applicants for vacancies, which may occur.  Upon selection and placement into a vacant position, an applicant may be required to transfer at anytime within the geographic boundaries, as the needs of the organization dictate.

AREA OF CONSIDERATION:  All Sources

DUTIES AND RESPONSIBILITIES:  Performs a variety of duties including greeting all visitors, accepting reservations (either in person or by phone), Collecting room charges, assuming full responsibility for cash drawer, as well as security of room keys and registration tickets.  Responsible for billeting and non-billeting by issuance of non-availability based on TAD orders.  Provides input figures for the utilization report based on type of occupancy, i.e., rank, number of days billeted, ensuring room assignment is consistent with reservation and informing housekeeping of any check-outs.  Refers calls to other staff members and personally handles calls for reservations, or requests from other occupants for maintenance, messages for guests, ETC.

MINIMUM QUALIFICATIONS:  Six months related experience preferred.  Knowledge of or the ability to learn how to operate computerized equipment in conjunction with telephone system.  Knowledge of basic math and cash handling techniques.  Knowledge of English grammar, spelling and punctuation.  Knowledge of or the ability to learn how to operate a cash register.  Knowledge of office machines, i.e., calculator, typewriter, etc.

HOW TO APPLY:  Qualified applicants desiring consideration under this vacancy notice must submit a Nonappropriated Fund Application for Employment or resume.  Applications submitted for any open continuous position are kept on file for three (3) months.

EQUAL EMPLOYMENT OPPORTUNITY:  All applicants will receive consideration without regard to sex, race, age, color, religion, national origin, lawful political affiliation, martial status, physical handicap, membership or non-membership in an employee organization or any other non-merit factor.

The job offer is contingent upon successfully completing a background investigation.
This activity 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.
This position is designated as being subject to unannounced random drug testing under the Department of Navy's Drug-Free Workplace Program.  The selected applicant must have a negative drug test result before employment may begin, if applicable.  An offer of employment will be rescinded if the selected applicant fails to report to any of the scheduled appointments or fails the pre-employment drug test.

Acceptance of this position requires, as a condition of employment/promotion enrollment for Direct Deposit of NET PAY after deductions for taxes benefits and other assignments made though voluntary deduction.
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