Opening Date: 23 July 2004
Announcement:
  





# 2004-42
Closing Date: Until Filled


POSITION: General Clerk for Veterinary Clinic, NF-0303-02

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

PAY: $7.68 per hour

LOCATION: Veterinary Clinic, Morale, Welfare, and Recreation Department, NAVSTA Mayport.

AREA OF CONSIDERATION: The Naval Station Mayport commuting area.

MAJOR DUTIES: Answers telephone, screens calls, takes messages and answers questions pertaining to the clinic usage.  Make appointments for immunization and sick calls clinic.  Provides information pertaining to animal health, movement, and control.  Maintains medical history filing, screen records to identify inactive records.  Ensures veterinarian has signed all entries made in patient records prior to filing.  Performs clerical duties to include filing, light typing, posting test results in logbooks, preparing and issuing required veterinary forms.  Sells proprietary medications to authorized patrons.  Receives payments for services and items sold, deposits money in accordance with procedures.  Receives deliveries of supplies and check all shipments.  Performs monthly inventories.  

QUALIFICATION REQUIREMENTS: Applicant must maintain a neat professional appearance and with good customer service skills.  Applications will be reviewed against the following:

KNOWLEDGE OF GENERAL OFFICE FUNCTIONS INCLUDING OPERATING VARIOUS OFFICE EQUIPMENT (I.E. COMPUTER, TYPEWRITER, TELEPHONE SYSTEM, FAX MACHINE.

ABILITY TO OPERATE A CASH REGISTER, HANDLE AND ACCOUNT FOR MONEY AND INVENTORY, AND PERFORM BASIC MATHEMATICAL COMPUTATIONS ON A CALCULATOR.

ABILITY TO MEET AND DEAL TACTFULLY AND COURTEOUSLY WITH THE PUBLIC (BOTH MILITARY AND CIVILIAN) OF ALL GRADES.

ABILITY TO WORK WITH ANIMALS UNDER A VARIETY OF SITUATIONS.

KNOWLEDGE OF BASIC VETERINARY MEDICINE AND RULES, REGULATIONS, AND PROCEDURES USED DURING THE OPERATION OF A VETERINARY CLINIC OR SIMILAR BUSINESS IN THE MILITARY AND/OR PRIVATE SECTOR.

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.

Other Considerations: A non-competitive eligible (transfer, reassignment, etc.) may be selected for this position at any time.

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 application or a resume with a cover letter stating the title of position.  OF-612 can be downloaded from http://www.opm.gov/forms, click on Optional Forms and then Optional Form 612.  The title and number of this vacancy announcement should be shown in the appropriate spaces at the top of the application. (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".)  

(2) Present/former NAF employees must submit a copy of your last two 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.

