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US-10-13


DEPARTMENT OF THE ARMY
Vacancy Announcement Number: US-10-13

Opening Date: August 24, 2010

Closing Date: September 07, 2010

Position: 

Administrative Assistant (Guest Coordinator), NF-0303-03

Salary:
$23,000 - $62,500 Annual

Place of Work: 
Dragon Hill Lodge, Yongsan, Seoul, Korea

Position Status: 
This is a Permanent position. -- Full Time 

Number of Vacancy:
1

Duties: Actively participates in the management of the activity or organization 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. Exercises independent judgement. Knowledge of rules, operations, and practices, and judgment in locating and selecting the most appropriate guidelines is preferred. Performs other duties related to office automation requiring a skill in general office machines, software, and the internet/intranet. 

About the Position: CONDITIONS OF EMPLOYMENT: Satisfactory completion of pre-employment checks as required by AR 215-3 to include an Installation Background Check. Satisfactory Background Checks are a condition of employment for all employees. 

Refusal of a military spouse to participate in established recruitment procedures (e.g. interview, K.S.A.s where required, etc.) is considered a declination of employment and is a basis for termination of SEP entitlement for the current PCS of the sponsor. 


Who May Apply: (Click on Who May Apply) 

  Applicants must fill out DA 3433-1, DA 3433 form, Local Questionaire, and Local Supplemental Form. These forms can be downloaded from our website: www.dragonhilllodge.com. Applicant must also provide a copy of passport, visa stamp and social security card. THIS IS A LOCAL VACANCY ANNOUNCEMENT. 

  Current and former NAF Employees. 

  U.S. Citizens residing in the commuting area. 

Qualifications: Click on link below to view qualification standard. 
General Schedule 
  BA or BS degree and previous Marketing experience is preferred. Incumbent should have minimum of 2 years of work experience in supervisory position of Customer Service Management or related disciplinary field. Must have knowledge of Microsoft Office Suite and have professional letter writing skills and experience. 



  The experience described in your resume will be evaluated and screened for the Office of Personnel Management's basic qualifications requirements, and the skills needed to perform the duties of this position as described in this vacancy announcement. 

  Ability to communicate orally and in writing. 

Other Information:(Click on Other Information) 


  To successfully claim veteran's preference, your resume/supplemental data must clearly show your entitlement. Please review the information listed under the Other Requirements link on this announcement or review our on-line Job Application Kit. 

  Salary includes applicable locality pay or Local Market Supplement. 

  U.S. citizens overseas under ordinarily resident status are not eligible for appointment under the Status of Forces Agreement. 

  Payment of Permanent Change of Station (PCS) costs is not authorized, based on a determination that a PCS move is not in the Government interest. 

Other Requirements:(Click on Other Requirements)


  Personnel security investigation required. 

  Satisfactory completion of a National Agency Check and Inquiries (NACI) that will be initiated prior to appointment to a NAF position. 

  The Department of the Army 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 civilian personnel unit. Requests for reasonable accommodation are made on a case-by-case basis. 

  You will be required to show Social Security card upon appointment to a NAF position. 

  You will be required to provide proof of U.S. Citizenship. 

  Documentation to support Military Spouse Preference needs to be submitted at time of application. 

  Direct Deposit of Pay is Required. 

  You must include the announcement number on your application. 

  You may claim Military Spouse Preference. 

  Failure to provide all of the required information as stated in the vacancy announcement may result in an ineligible rating or may affect the overall rating. 

  One year trial/probationary period may be required. 

How to Apply: (Click on How to Apply) 

  Resumes must be received by the closing date of this announcement. 

  Announcements close at 12:00am (midnight) Eastern Time. 

You may send your resume via surface mail to: Dragon Hill Lodge, Seoul, Korea, Human Resources Department, Unit #15335, APO, AP 96205 

You may email your resume to Point of Contact. You must include Job Announcement Number on the subject line.

Point of Contact: Dragon Hill Lodge, Human Resources Department, (DSN) 738-2222, X6404, employment@dragonhilllodge.com 

THE DEPARTMENT OF DEFENSE IS AN EQUAL OPPORTUNITY EMPLOYER
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