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MID-ATLANTIC VETERINARY CLINIC JOB OPENING

NUMBER:
S2004-31
OPENS:
September 22, 2004
CLOSES:
Open Until Filled

POSITION VACANCY: RECEPTIONIST  

 NF-0304-01, $7.75 PH, FLEXIBLE             
LOCATION: VETERINARY CLINIC, FORT STORY, VA   
AREAS OF CONSIDERATION: Outside Applicants, Current NAF employees and Spouse Preference.

DESCRIPTION OF WORK: 
Serves as an Information receptionist responsible for receiving calls and visitors courteously, asking pertinent questions tactfully, and giving information and directions. Performs duties in connection with security controls. Maintains all records and prepares recurring reports on numbers of visitors, 
passes issued, etc. Prepares sign-in sheets and maintains related records.

CONDITION OF EMPLOYMENT:

Mandatory Direct Deposit, Social Security Card, and Pictured ID, Subject to Satisfactory completion of National Agency Clearance.

QUALIFICATION REQUIREMENTS:

Knowledge of general office practices and office machines (fax, zerox, telephone –strong telephone skills, etc.)  Must have the ability to operate a computer (micro-office program and patient records system) desirable.  Good customer service skills (friendly, team player, ability to take instructions (oral & written) as well as criticism, self starter, and strong organizational skills).  Must be able to type.  

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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