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UNITED STATES MILITARY ACADEMY


AT WEST POINT


                  NONAPPROPRIATED FUND POSITION VACANCY





ADMINISTRATIVE ASSISTANT (CYS)                                                                          





ANNOUNCEMENT #                                                        PAY PLAN/SERIES/GRADE                            ISSUE DATE


NENAFBR08092                                                                         NF-0303-03                                                29-DEC-2008


LOCATION                                                                                     PAY RATE                                         CLOSING DATE       


FMWR YOUTH CENTER                                                                 $14.03                                                12-JAN-2009       


                                                                                                                                                                    


                                                                                      UNITED STATES MILITARY ACADEMY                                                                                                                             


                                                         CIVILIAN PERSONNEL ADVISORY CENTER (NAF UNIT)                          (845-938-2822)                       


                                                                                                       626 SWIFT ROAD                                                                    (845-938-4580)             


                                                                                      WEST POINT, NEW YORK 10996





               �HYPERLINK "https://cpolwapp.belvoir.army.mil/public/forward/VAB?id=10best" \t "_blank"��DEPARTMENT OF ARMY RANKED ONE OF THE TOP TEN FEDERAL WORKPLACES FOR 2007!�





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:  REGULAR PART-TIME LIMITED: NOT TO EXCEED ONE YEAR.  Monday through Friday, 9:30-2:30 Eligible to participate in health/life insurance programs and in retirement and 401(k) savings plan. Eligible for leave accrual.





MAJOR DUTIES:  Oversees the administrative management of the reception area of a CYS program.  Receives children, youth, parents, and other visitors in a courteous manner.  Utilizes Child and Youth Management System (CYMS) to oversee the collection, accurate accounting and reporting of funds; and to collect and maintain up-to-date statistical data for planning and reporting purposes IAW higher headquarters and statutory requirements.  Utilizes and electronic cash register system and calculator to compute and record individual transactions for customers and to enter data into predefined categories for regulatory-signed statistical reports and tracking of income data as it pertains to the CYS program.  Provides administrative support including typing/word processing, mail preparation, copying, distribution, telephone calls, and travel orders for CYS personnel.  Using office automation equipment and word processing software, prepares a variety of correspondence, memorandums, briefings and Daily Activity and other reports required for day-to-day operation.  Refers to agency regulations, flip charts, dictionaries, and other typical office reference materials to ensure proper format, grammatical accuracy, and correct spelling.  Maintains records, files, statistical data, and suspense system.  Initiates Civilian Personnel actions and helps track background clearance checks.  Assists in maintaining leave records, and time and attendance records.  Prepares invoices, supply and equipment requests.  Understands and articulates policies relating to patron fees, waiting lists and program events.  Coordinates vacancies and reservations for the hourly care program as required.  Works cooperatively with Resource and Referral to track program vacancies and occupancy rates as required.  Ensures risk management procedures (i.e. abuses prevention, identification, and reporting procedures; accident prevention, etc.) are followed.





.CONDITIONS OF EMPLOYMENT: 


All required background checks in accordance with AR 215-3, 2-13, to include Child and Youth National Agency Check with Inquiries (CNACI) and a health assessment are required.  Successful completion of training requirements and demonstrated on the job competency is required.  Travel to on and off post locations required.


Mandatory Direct Deposit/Electronic Fund Transfer of Pay 
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QUALIFICATION REQUIREMENTS:  


Progressively responsible administrative duties.


Skill in operating a manual or electric typewriter and current automation system and software (Microsoft Windows, Word, Power Point, Excel) required. Must be able to type 40 wpm.


Knowledge of grammar, spelling, capitalization and punctuation and composition techniques needed to accurately type a variety of material from written sources or voice recordings.


Possess the ability to communicate effectively orally and in writing.








IDENTIFICATION:   E-Verify participant. Original Social Security Card, photo ID, and other documents as required on Form I-9., working card (for minors under 18), certifications and direct deposit information must be presented on date of inprocessing in order to start work.



















































































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 Civilian Personnel Advisory Center (NAF Personnel), 626 Swift Road. West Point, NY 10996, during the hours of  0800-1600, Mon thru Fri.   Applications may also be downloaded from  � HYPERLINK "http://www.usma.edu/cpac" ��www.usma.edu/cpac�.  Click on NAF, NAF Jobs, How to Apply.


Supporting documentation (transcripts, copies of college degrees, HS diplomas or other certifications as indicated on announcement should be attached and mentioned on application/resume for consideration in meeting qualification requirements of the position.


FOR OTHER POSITIONS:  Visit our website at � HYPERLINK "http://www.usma.edu/cpa" ��www.usma.edu/cpa�c (click on NAF) or � HYPERLINK "http://www.cpol.army.mil" ��www.cpol.army.mil�, click on Employment Information, Search for Jobs and then scroll to bottom of page and type %BR% where it asks for announcement #. If you need more assistance, call 1-845-938-2822.


EQUAL OPPORTUNITY EMPLOYER:  Department of the Army Nonappropriated Fund Instrumentality’s are Equal Opportunity Employers.


*MILITARY SPOUSE: Must submit � HYPERLINK "http://www.usma.edu/cpac/NAF/NAFForms/Form3433.pdf" �DA Form 3433�, sponsor's PCS order and � HYPERLINK "http://www.usma.edu/cpac/NAF/NAFForms/nafspousepreference.doc" �Military Spouse Preference Request� form at time of application. (Please write "Military Spouse Preference" across top of application). Please note: preference can only be used once for each installation. Must qualify according to terms of announcement to be considered.


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.























