This is an open continuous announcement; positions will be filled as openings occur.

VACANCY ANNOUNCEMENT NUMBER 2004-14

Opening Date: 1 January 2004



Closing Date: 31 December 2004






POSITION: BEFORE & AFTER SCHOOL AGE CARE RECREATION AIDE, NF-0189-01

STARTING PAY: $6.50 an hour.  Pay adjustments will be made quarterly upon completion of training requirements.

STATUS: Flexible, 0-40 hours per week and no benefits.  

   Note: May require nights, weekends and holiday hours.

LOCATION: School Age Care Program, Youth Activities Branch, Community Activities Division, Morale, Welfare and Recreation Department.

AREA OF CONSIDERATION: The general public and current NAF employees within the Naval Station commuting area.

DUTIES: This announcement covers an entry-level position as well as the target level.  Entry-level: Performs routine /repetitive tasks following step-by-step instructions.  Helps prepare facility for scheduled activities as instructed.  Receives children from parents and school buses.  Services meals and snacks as required.  Interacts with children during activities.  May assist in scheduling/planning SAC activities and events.  May perform clerical work.  Target-level: Performs a variety of duties independently.  Ensures that needed supplies and equipment are on hand to carry out scheduled activities.  Ensures that areas used by children are clean and meet safety standards.  Carries out activities as scheduled and interacts with children during activities.  Serves meals and snacks and completes USDA required paperwork.  May collect fees and reconcile cash receipts.  Accepts reservation and registration for classes, etc.

QUALIFICATIONS: Applicant must be 18 years of age at the time application is submitted.  Employment will be subject to the completion of favorable local, state and national agency background checks.  Must have a valid driver’s license.  Must be able to obtain and maintain yearly medical health cards, CPR and First Aid certification within 120 days of employment.

At Entry-level, preferably applicants should have a high school diploma or GED. Must be able to complete School Age Care module training units as assigned according to established testing procedures.  Applications will be reviewed against the following elements, and those who show potential ability will be referred for consideration.  Target-level requires the completion of Navy Training Modules and required work experience.  Experience working with youth in a group setting and in an organized leisure time program is preferred.  Must have demonstrated experience in communication skills, both oral and written.  Basic knowledge of rules and practices of the recreational activities geared to school aged children.

NOTE: As a condition of employment, selectee(s) will be required to participate in the Direct Deposit/Electronic Funds Transfer within the first 60 days of employment.  This is the DOD standard method of payment of personnel.  Employees will be subject to administrative action for failure to enroll unless a waiver has been obtained.

The Department of the Navy is an Equal Opportunity Employer.  All qualified applicants will be considered without regard to race, color, religion, sex, national origin, age, disability, marital status, political affiliation, sexual orientation or any other non-merit factor.

HOW TO APPLY: Submit the following to the MWR Personnel, PO Box 280048, Naval Station, Mayport, Florida 32228-0048 OR e-mail to personnel@mwrmayport.org OR FAX  (904) 270-5064.

(1) Submit a properly completed, signed and dated OF-612 or a resume with a cover letter stating the title of position.  OF-612 can be downloaded from http://www.opm.gov/forms/html/of.htm. (If you are applying by resume, refer to OF 510 "Applying for a Federal Job" for information your resume must contain.  In addition, submit OF 306 "Declaration for Federal Employment".)  The title and number of this vacancy announcement should be shown in the appropriate spaces at the top of the application.

(2) Copy of your two latest annual performance appraisals. 

(3) Present NAFI EXPO-18 Employees must submit copy of personal action report (PAR) showing current salary.

(4) Background Survey Questionnaire-OPM Form 1386 (optional)

(5) College transcripts required if education is to be substituted for experience. 

IT IS AGAINST FEDERAL REGULATIONS TO MAIL APPLICATION FOR FEDERAL EMPLOYMENT IN OFFICIAL GOVERNMENT POSTAGE-PAID ENVELOPES. 

NOTE ON SPOUSE PREFERENCE: If requesting spouse preference you must attach a copy of the MILITARY SPOUSE EMPLOYMENT PREFERENCE REQUEST form along with a copy of the spouse’s PCS Orders.

