
[image: image1.wmf]
UNITED STATES MILITARY ACADEMY

                    NONAPPROPRIATED FUND POSITION VACANCY


   POSITION TITLE                                                                    PAY PLAN/SERIES/GRADE         ANNOUNCEMENT #

    HOTEL DESK CLERK                                                NF-0303-01                NENAFBR0802OC

   LOCATION                                                                                                PAY RATE                               ISSUE DATE

    5 STAR INN (WEST POINT)                                                         $9.00 PH                      MAY 2008   

              UNITED STATES MILITARY ACADEMY                                                                               CLOSING DATE
              CIVILIAN PERSONNEL ADVISORY CENTER                (845-938-2822)

                                                                                        NONAPPROPRIATED FUNDS UNIT                                  (845-938-4580)                         MAY 2009
                                                                                        626 SWIFT ROAD

                                                                                        WEST POINT, NEW YORK 10996                                  


         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.)

 AREA OF CONSIDERATION:  This announcement is open to all sources of recruitment, Nonappropriated (NAF) and

Appropriated (APF) Fund Employees and outside candidates.  Employment preference is given to military spouses and

involuntarily separated military members.  Persons eligible must request consideration at the time application is made. 

Eligibility must be verified by ONE OF THE FOLLOWING:  Sponsor’s PCS orders, DD 214 or a copy of an official letter 

from the appropriate military service indicating eligibility.

POSITION STATUS:  This announcement will be used to fill Flex (on-call or scheduled) positions. Indicate your availability on your application for any of these appointments.  May require shift work and/or work on rotating shifts to provide coverage on evenings, weekends, holidays and in other situations. 

MAJOR DUTIES:   Makes reservations for incoming guests based on room availability.  Interviews guests to determine room assignment.  Assists clientele in the completion of required forms and registration cards. Answers questions pertaining to rules and regulations governing the assignment and use of quarters; issues room keys Provides statement of non-availability when applicable.  Posts registration information on the registration card.  Orients guests concerning use of facilities and equipment, and other facilities available on post.  Answers billing questions and concerns. Assists or arranges transportation.  Computes charges for guests 

checking out, receives payments and room keys; renders receipts.  At end of shift, accounts for and secures cash.

QUALIFICATION REQUIREMENTS:  Ability to add, subtract, multiply and divide at the level necessary to complete required reports and use of computer for word processing and data entry.  Good verbal communication and customer service skills. One-year hotel front desk experience is preferred.

CONDITIONS OF EMPLOYMENT: 

· Satisfactory completion of pre-employment and National Agency Checks are required.

· Direct Deposit/Electronic Fund Transfer of Pay

IDENTIFICATION:  Original Social Security Card, photo ID, working papers and/or alien registration card (if applicable) will 

be required for inprocessing.  No applicant will be allowed to start work without valid proof of identity.  Other certificates, certifications and/or documents as indicated on vacancy announcements must also be submitted.
                                                      

                                               NOTE:  STATEMENTS CONCERNING QUALIFICATIONS ARE SUBJECT TO VERIFICATION
REQUIRED FORMS/WHERE TO FILE:  DA FORM 3433 (Application for Nonappropriated Fund Employment) or  USMA Form 2476 

(Application for Current NAF Employees for In-House Promotion or Change) may be obtained and filed at the NAF Personnel Office, 626 Swift Road. West Point, NY 10996, during the hours of  0800-1600, Mon thru Fri.   Applications may also be downloaded from our web site:  www.usma.edu/cpac/Jobs/Naf/naf.htm and mailed to United States Military Academy, Attn: CPAC-NAF, 626 Swift Road, West Point NY 10996 or faxed to 845-938-2363 attn: CPAC-NAF.

FOR OTHER POSITIONS:  Visit our web site at www.usma.edu/cpac/Jobs/Naf/naf.htm or call 1-800-643-3039 or 845-938-4580.
EQUAL OPPORTUNITY EMPLOYER:  Department of the Army Nonappropriated Fund Instrumentalities are Equal Opportunity Employers.
ADULTS WITH DISABILITIES ACT:  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 servicing NAF civilian personnel unit.  Requests 

for reasonable accommodation are made on a case by case basis.
WHISTLE BLOWER PROTECTION:  Applicants for employment and employees are protected from reprisal in making protected disclosure.   

Complaints in this regard may be initiated by calling the DoD Hotline at 1-800-424-9098. 
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           1 FEB 89          24-2                                                   

