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FORT EUSTIS BOWLING CENTER JOB OPENING

NUMBER:
E2005-006
OPENS:
October 14, 2004
CLOSES:
Open Until Filled

POSITION VACANCY: ADMINISTRATIVE ASSISTANT        

NF-0303-03, $18,000 - $20,000 PER YEAR, FULL-TIME
LOCATION: BOWLING CENTER, FT EUSTIS VA 

AREAS OF CONSIDERATION: Outside Applicants, Current NAF employees and Spouse Preference.

DESCRIPTION OF WORK:  Actively participates in the management of the activity  by performing a wide variety of clerical and administrative support duties. Serves as the central point of contact for matters related to day-to-day operations. Applies a knowledge of the organization, its functions and regulations to carry-out a wide variety of administrative functions related to the preparation of correspondence, personnel, accounting, purchasing, maintenance and repair of equipment, management of records and information, budget preparation and oversight. Composes standard operating procedures and sets internal priorities. Develops procedures to generate improvements in administrative services. An extensive knowledge of rules, operations, and practices, and judgment in locating and selecting the most appropriate guidelines is required.

CONDITION OF EMPLOYMENT:

Mandatory Direct Deposit, Social Security Card, Pictured ID, and National Agency Questionaire.

QUALIFICATION REQUIREMENTS:
Applicant must have working knowledge:

1.Bowling operation. (snack bar, counter operation, lane management, maintenance, etc.)

2.Experience ( at least 1 year) or education of accounting procedures and handling cash.

3.Knowledge of computer and programs.  
4.Great customer service skills.
5. Office automation (phone, fax, copier, zerox).

6. Must have working knowledge of TLMS, DAR’s, REC TRAC.

Spouse Employment Preference (SEP) and Involuntarily Separated Soldier (ISS):

Eligible candidates must submit additional paperwork to be eligible for the above preferences.  See/call your NAF Personnel Office for assistance.  NO PREFERENCE IS GIVEN UNLESS REQUESTED
Applicants for Employment must submit Application for NAF Employment or Resume. These forms are available in the NAF Employment Office, Bldg. 670, Fort Eustis, VA 23604, or on the web at www.eustismwr.com.       Call 878-2107 for additional information or questions.

"DA NONAPPROPRIATED FUND INSTRUMENTALITIES ARE EQUAL OPPORTUNITY EMPLOYERS”
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“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, please notify the servicing NAF civilian personnel unit. Requests for reasonable accommodation are made on a case by case basis.”
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