DEPARTMENT OF THE ARMY

Civilian Human Resources Center
ATNN: PECP-PAC-E (NAF) UNIT 45005
APO AREA PACIFIC 96343-5005

MERIT PROMOTION ANNOUNCEMENT

AN EQUAL OPPORTUNITY EMPLOYER

NON APPROPRIATED FUND POSITION

	ANNOUNCEMENT NUMBER:  CPH-38-04
	OPENING DATE:  27 July 2004
CLOSING DATE:  1st Cut-off  3 August 2004, Open Until Filled


	POSITION:  Cler k, NF-0303-01

	SALARY:  $5.15-12.94 per hour



	ORGANIZATION:  USAG-J, DCA, Veterinary Services, APO AP 96343-5006

	DUTY STATION:  Camp Zama ,Japan


TYPE OF APPOINTMENT:  Flexible 
HOURS OF DUTY:  0-40 hours per week 
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: Performs a variety of administrative and clerical functions in support of the Zama veterinary Treatment Facility. Responsible for greeting and receiving clients: initiating, maintaining and filing of animal health records. Answers telephone and the scheduals appointments in the appropriate time slots for vaccinations, sick call, and surgery. Processes remaindercards and no show letters. Recieves and processes Government of Japan Quarantine paperwork. Calculates charges and receives monies from clients. Maintains an accurate accountability of all monies and completes daily activity report. Responds to customer inquires and complaints providing general information and directs animal health questions to the veterinarian or the animal health technitian. Assist veterinary personnel in providing care, management, and sanitary conditions for animals in a veterinary treatment facility. Annotates appropriate information in animal records and maintains thaem as required. Assists in inventory control and ordering as directed.   
MINIMUM QUALIFICATION REQUIREMENTS:  Work experience directly related to the duties of the postion, which demonstrates the knowledge skils and abilities essential to successfully perform the duties identified. Specialized experience preferred. Specialized experience is ecperience that is directly related to the duties to be performed. 
OTHER REQUIREMENTS:   

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

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

3. 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  
4.    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).

· 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.

· Current/Former Employee:  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.

· Active Military Personnel:  must submit a written approval from their commander for off-duty employment with their application (AR 215-3, Para 2-16d).
· Involuntary Separated Military:  Applicants 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 Job Assistance Center, South Camp Zama, Bldg.102, G-wing, which is open from 1300 to 1600 on Monday through Friday, except on Wednesday, from 1300 to 1500.         Failure to submit all required information and additional forms may result in loss of consideration for this position.
WHERE TO APPLY··· Applications should be mailed or hand carried to Civilian Personnel Advisory Center, Honshu, G-1, 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.  Applications must be received in the CPAC by the closing date.  

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.


