UNITED STATES NAVAL ACADEMY

BUSINESS SERVICES DIVISION

VACANCY ANNOUNCEMENT
This position will be filled using our delegated examining authority.  This means that this recruitment is open to ALL QUALIFIED APPLICANTS, including the general public.

POSITION:  ADMINISTRATIVE ASSISTANT                       ANNOUNCEMENT NUMBER: 08-025

(FULL TIME)  NF-1101-02                                                           AREA OF CONSIDERATION: ALL QUALIFIED   PERSONS
OPENING DATE: 3 OCTOBER 2008                                        CLOSING DATE:  UNTIL FILLED

LOCATION: UNITED STATES NAVAL ACADEMY

                        GIFT SHOP

                        ANNAPOLIS, MARYLAND 

Applicants may hand carry, mail or fax their applications to:

  ADDRESS OF OFFICE:

                                             UNITED STATES NAVAL ACADEMY

                                             HUMAN RESOURCES MANAGEMENT

                                             BUSINESS SERVICES DIVISION

                                             103 FULLAM COURT

                                             ANNAPOLIS, MARYLAND

                                             21402

FAX: (410) 293-2520

**APPLICANTS ARE STRONGLY ENCOURAGED TO REVIEW THE INFORMATION AND SPECIFIC 

    INSTRUCTIONS CONTAINED HEREIN**
Our office does not accept applications electronic mail.

****QUALIFICATION REQUIREMENTS****
SPECIALIZED EXPERIENCE: Candidates must have at minimum of four (4) years of related specialized experience that is directly related to the described duties, and has equipped the candidate with the particular knowledge’s, skills, and abilities identified to successfully perform the work.  Proficiency in use of Word, Excel, Power Point programs and Outlook email.
STATEMENT OF DUTIES: The incumbent will greet visitors, process telephone orders, and act in the capacity of receptionist in a fast paced environment. The incumbent will enter inventory items into a computer and place vendor orders.  The incumbent will also have the responsibility perform other duties as assigned in support of retail operation. Occasional weekend work required.
EVALUATION CRITERIA

Applicants who meet the qualifications requirements above will be further evaluated to determine the extent to which their education, related experience, training, awards, and supervisory appraisal demonstrate they possess the desired knowledge, skills, and abilities, (KASOC”S) listed below.  As an addendum to your application, you are strongly encouraged to attach a separate sheet relating your qualifications to the specific requirements (Ranking Factors) of this position. 
KNOWLEDGE’S, ABILITIES, SKILLS AND OTHER CHARACTERISTICS (KASOCS):
1. Knowledge of computers, data base operations and basic office equipment
2. Knowledge of fundamental  math skills

3. Knowledge of customer service relations

4. Ability to be organized and meet deadlines
5. Strong team player with professional demeanor 
APPLICATION INSTRUCTIONS

To apply for this position, please submit the following:

A written application for employment.  You may use application forms available in all Federal agencies (Optional Application for Federal Employment - OF-612 or Application for Federal Employment-SF-171). If you choose to submit an alternative format or resume, you must include all of the information specified in the vacancy announcement and the following: PERSONAL INFORMATION (complete name, mailing address including zip code, telephone number(s), social security number, and citizenship information); names and phone numbers of three (3) references; EDUCATIONAL INFORMATION (high school name and date of diploma or GED, college and/or graduate school name(s), dates attended, date and type of degree earned or, if no degree earned, show credits earned); WORK EXPERIENCES (include information for paid and non-paid work directly related to the job for which applying; for each experience list the job title or series/grade, statement of major duties and accomplishments, employer’s name and mailing address, supervisor’s complete name and telephone number, month and year of starting and ending dates, number of hours worked per week and salary; indicate whether current supervisor may be contacted); OTHER JOB-RELATED QUALIFICATIONS (languages skills, technical/mechanical skills, professional certificates/licenses and dates received, honors, awards, and special accomplishments). 

NOTE: FAILURE TO PROVIDE THE REQUIRED INFORMATION MAY RESULT IN YOUR LOSING CONSIDERATION FOR THE POSITION AND YOUR ELIMINATION FROM THE SELECTION PROCESS. PLEASE BE ADVISED THAT APPLICATIONS RECEIVED AFTER THE CLOSING DATE LISTED ABOVE WILL NOT BE CONSIDERED.  FINALLY, APPLICATIONS AND RESUMES WILL NOT BE RETURNED TO THE APPLICANTS.

An Equal Opportunity Employer
