DEPARTMENT OF THE ARMY

HEADQUARTERS, U.S. ARMY JAPAN

UNIT 45005

APO AREA PACIFIC 96343-5005

MERIT PROMOTION ANNOUNCEMENT

AN EQUAL OPPORTUNITY EMPLOYER

NON APPROPRIATED FUND POSITION

	ANNOUNCEMENT NUMBER:  CPH-15-04
	OPENING DATE: 22 March 2004

CLOSING DATE:  1st Cut-off 5 April 2004 / Open until filled


	POSITION:  Child &Youth Services Program Associate – Site Leader, CC-1702-2


	SALARY:  $10.31 - $15.00 per hour



	ORGANIZATION:  U.S. Army Garrison - Japan, DCA, CYS, Unit 45006, APO AP

  96343-5006


	DUTY STATION:  Sagami Depot, Japan


TYPE OF APPOINTMENT:  Regular Full Time:  40 hours per week

HOURS OF DUTY:  Monday thru Friday and special openings.

                                    0530 – 1800, Irregular shifts / hours during the special opening days. 

NOTE:  Irregular shifts; Nights, Weekends, and Holidays.  Employee must be flexible between Camp Zama and Sagamihara/CDC and YS, when necessary.
AREA OF CONSIDERATION:  Honshu-wide.  Under current Army Guidance, preference is given to the following applicants applying for the positions at NF-3 and below and NA, NL, and NS in the order shown below:  1) Military Spouse Preference (MSP) 2) Involuntarily Separated Military (ISM)  3) Family Member Preference Eligible (FMP)  4) Current and Former NAF employee (CNE/FNE)  5) Outside Applicant with Veterans Preference (OAV)  6) Other outside candidates (OANV).   (NOTE:  Consistent with the Status of Forces Agreement and country to country agreement and treaties, vacancies in foreign area will be filled by family members of either military or civilian employees of all Federal Agencies who are assigned in the country or by enlisted military personnel during off-duty hours.  Positions will not be filled by non-family members US citizen until it has been determined after positive recruitment efforts that no qualified family member or enlisted military are available.   
MAJOR DUTIES: Serves as a site leader with responsibility for the operation of the activity and program IAW applicable

regulations.  Acts as on-site manager.  Works in ratio with children and youth.  Receives support and guidance from a specified 

CYS facility director.  Organizes and distributes work to CYS Program Assistants.  Monitors staff/child or youth ratios to ensure

adequate staffing.  Demonstrates proper work methods and provides work-related guidance to subordinates.  Models appropriate

behaviors and techniques for working with children/youth.  Conducts on-the-job training and instruction.  Ensures employees

follow safety, fitness, health and nutrition procedures.  Provides input to the supervisor as requested concerning promotions,

 reassignments, performance appraisals, incentive awards, etc.

Instructs employees in specific taskes and job techniques; makes available written instructions, reference materials, and supplies.

Explains program guidance, procedures, policies and directives.  Resolves problems and conflict situations or obtains information

and guidance from the supervisor.  Checks with supervisor on problems.  Maintains site records and prepares required reports.  

Ensures site, equipment, and supplies are adequate and properly maintained and accounted for.  Coordinates site activity during 

evacuations and emergencies.  Maintains control of accounts for the whereabouts and safety of children and youth.  Oversees

arrival/departure of children/youth.  Contacts parents if children/youth do not arrive/depart as scheduled.  Encourages participant

 interest and establishes a program setting that promotes positive child and youth interactions with other children, youth, and adults.  

Observes program participants for signs that may indicate illness, abuse or neglect and reports as directed.  Participates in conferences

 with parents, program staff, and school representatives.  Provides opportunities for parent involvement.  Plans, coordinates, and 

conducts activities for program participants based on observed needs of indivisual children/youth.  Prepares and implements program 

options for children and youth with special requirements.  Uses designated evaluation materials to ensure assigned area is in 

compliance with standards and procedures as outlined in applicable regulations and program management guides.  Provides care, 

oversight, and accountability for program participants in compliance with DoD, Army and local policies, guidance and standards.  

Completes designated training requirements and records completed training on own Individual Development Plan (IDP).

MINIMUM QUALIFICATION REQUIREMENTS: 

1. Must possess a high school diploma or GED certificate.  

2. Must be able to communicate in English (both written and verbal).

3. Must be 18 years of age at the time of appointment.  

4. Must be able to lift and carry up to 40 lbs, walk, bend, stoop and stand on a routine basis.  Duties may involve working both indoors and outdoors.

5. Must possess and maintain health and freedom from communicable disease.  

6. Must possess and maintain a CDA/School-Age/Youth Credential (including Boys and Girls Clubs of America) Army Youth Practicum or 60 hours of college or higher with 15 semester hours of college credit in a combination of early childhood/ elementary/ secondary/ special education, child/youth development, psychology, human resources, youth program administration or a closely related field such as social work, home economics, physical education, or related behavioral sciences.  

7. Must possess 24 months experience (from date of hire/FCC certification date if current/former CYS employee/provider) working in a group program with children and youth.  A Bachelor’s Degree in a related field may substitute for experience.  60 semester hours of college credit (same as above) may substitute for 12 months experience.

OTHER REQUIREMENTS:  

1. Incumbent must possess or must be able to obtain a Health Certificate and will be subject to pre-employment checks.

2. Favorable completion of National Agency Check (NAC) and State Criminal History Repository (SCHR) are required as acondition of employment.

3. Satisfactory performance,successful completion of training requirements and demonstrated on the job competency is required.

4. New employees and current employees promoted or reassigned under competitive procedures must participate in the Direct Deposit Program.

5. Relocation Expenses and Living Quarters Allowance will not be paid.

6. Selectee must be under Status of Forces Agreement (SOFA) or be able to change to SOFA from any type of visa at the Japanese

       Immigration Authorities. 
7.    Applicants must have appropriate Social Security Number or Individual Taxpayer Identification Number (ITIN).
HOW TO APPLY··· 

· You must submit DA Form 3433 (Optional Application for NAF Employment) and DA Form 3433-1 (Supplemental Employment Application Form).

· Applicants who are not currently serviced by this CPAC must submit HQAJ Form 3807 (Supplemental Questionnaire).

· Applicants wishing notification of referral and selection should attach HQAJ Form 3783 (Vacancy Announcement Eligibility Notification).

· All applicants must submit DA Form 5018-R (ADAPCP Client’s Consent Statement of Treatment Information), 

HAQJ Form 3806 (Child Care Application Agreement) and DA Form 3433-2(Supplemental-A Employment Application Form for Child-Youth Services Positions).

· Applicant who is currently employed or previously employed as a (Non-appropriated Fund) NF, NA, NL, NS, (AAFES) HPT, and (Appropriated Fund) GS, WG, WL, WS) claiming Current/Former Employee preference must attach a copy of the latest Notification of Personnel Action.

· Military Spouse & Family Member:  Applicants claiming either of these preferences must attach a copy of their sponsor’s PCS orders that show the applicant’s name as an authorized family member and submit HQ AJ Form 3798 (Statement Concerning Military Spouse and Family Member Preference).  NOTE:  Refusal by the spouse to participate in established recruitment procedures (i.e., interview, KSA’s where required, etc.) is considered as declination of employment and is a basis for termination of MSP entitlement for the current PCS of the sponsor.  

· Applicants claiming Involuntary Separated Military preference must present a valid ID stamped TA (Transition Assistance).

· Applicants who have served on active duty in the United States Military Service must attach a copy of DD 214 (Copy #4).

All forms mentioned in this vacancy announcement are available at the CPAC, NAF Unit, South Camp Zama, Bldg.102, G-wing, which is open from 1300-1600 except for Wednesday from 1300-1500.

WHERE TO APPLY··· Applications should be mailed or hand carried to Civilian Personnel Advisory Center, US Army Japan, Unit 45005 (APAJ-GA-CPAC), APO AP  96343-5005, telephone DSN 263-4845.  

Use of postage paid government agency envelopes and/or government fax machines to file job applications is not authorized.  Use of government Xerox machine to reproduce applications is also not authorized.  

EQUAL EMPLOYMENT OPPORTUNITY

Applicants will be considered without regard to age, race, color, sex, national origin, marital status, or any handicap, which does not preclude successful accomplishment of the duties of the position.  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.
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