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NONAPPROPRIATED FUND OPEN CONTINUOUS VACANCY ANNOUNCEMENT
구직 등록 공고

1. ANNOUNCEMENT NUMBER: KN-26-08
2. POSITION TITLE: Human Resources Assistant  
3. SERIES GRADE: KGS-0203-05/06/07
4. EMPLOYMENT CATEGORY:  Permanent Full Time      
5. SALARY: KGS-0203-05/ 20,863 won per hour/ W43,395,040 won per year
                   KGS-0203-06/ 23,439 won per hour/ W48,753,120 won per year
		KGS-0203-07/25,986 won per hour/ W54,048,800 won per year
6. DUTY LOCATION:  Dragon Hill Lodge, Human Resources, Yongsan
7. OPENING DATE: 24 August 2026
8. CLOSING DATE:  Open Until Filled
                                                       
AREA OF CONSIDERATION: All current USFK KN employees (Korea-wide), Korean Nationals. If no qualified applicants are available, third country citizen family members of US military and US civilian employees of an agency of the United States whose duty station is in Korea may apply.
고려대상 지역: 주한미군에 근무하는 현직 한국인 직원 (한국 내 전 지역), 한국인.  현 한국직원 및 한국인지원 자격 미달시, 제3국인으로서 한국에서 근무하는 미국군인 및 미국정부기관에서 근무하는 미국민간인 가족 고려함. 

NOTE:  This is the basic trainee position leading to KGS-5/6/7 upon receiving formal classroom instruction when training is available and/or on-the-job training in the principles, concepts, work processes, regulations, and reference material fundamental to specialized fields

KGS-5 employees receive formal or on-the-job training. On-the-job training assignments provide a practical understanding of the organization, programs, policies, and objectives of the employing agency and furnish experience in applying principles, procedures, and work techniques to actual operating situations. They also familiarize employees with work operations and processes and relieve experienced personnel of detailed and simple work. Instructors or supervisors give specific instructions and guidance on all assignments and critically review completed work. 

KGS-6 This is the advanced trainee level leading to KGS-7. Work assignments provide training in the work's analytic and judgmental aspects and the appropriate use of proper methods and techniques. Advanced trainees are given detailed instructions and explanations with each assignment. When employees at this level work on more complex assignments  




KGS-0203-5 Level, HR Assistant
Supervisory Controls:  Works under the supervision of a Personnel Specialist who provides guidance and assistance on complex technical matters. Work is subject to accuracy, adequacy, and compliance with regulatory and legal directives.

Major Duties: Performs a wide variety of routine administrative, clerical, and technical work in the overall personnel administration of the Korean Personnel Administration Program. Work requires a working knowledge of regulatory personnel program requirements and directives. Administer the workforce concerning employee benefits and entitlements.

Administers the following personnel functions, with responsibility for providing assistance and guidance to managers and supervisors regarding the procedures and requirements of the functions.
1. Tracks employee performance appraisal, WGI, Long Term Service Award, Incentive Awards, and Master Training track.
2. Inputs in DCPDS
3. establishing due dates for probationary periods, within-grade increases, and conversion to career appointments; checking the accuracy of organizational and position data
4. Pre-employment Security Check/Background Check
5. Prepare ID and Letter of Employment
6. Long-Term Service Award, Payment for Tuition Assistance
7. Requisitioning and maintaining various forms, office supplies, reference materials, and awards forms, including service pins, medals, etc.
Respond to routine inquiries and guide employees concerning personnel policies, procedures, and regulations concerning personnel administration. Complex inquiries are directed to senior personnel specialists.  Provides Defense Civilian Personnel Data System to support the maintenance of a database for U.S. and K.N. employees.  Performs other duties as assigned.

KGS-0203-06 Level, H.R. Assistant
Possess specialized hands-on experiences as a KGS-0203-05, HR Assistant position or in a related HR field.
[bookmark: _Hlk238455861]KGS-0203-07 Level, H.R. Assistant
Supervisory Controls:  Works under the general supervision of the Director of Personnel and H.R. Specialist, who outlines the scope and objectives of work assignments and is expected to perform assigned duties on their initiative, exercising a required degree of technical Knowledge. Work is evaluated regarding successful completion of assigned tasks and compliance with given instructions.

Major Duties: The position is designed to carry out various technical functions related to the Employee Relations, Technical Services, and Staffing portions of the K.N. civilian personnel program as defined in USFKI 1400.01. It requires substantial practical Knowledge of personnel management principles and techniques.
Administers the following personnel functions, with responsibility for providing assistance and guidance to managers and supervisors regarding the procedures and requirements of the functions.
1. Provides continuing technical assistance to the employees and customers in all areas of staffing and recruitment, including all hiring actions, makes appropriate modifications to standard or precedent announcements
2. Make appropriate modifications to standard or precedent announcements.
3. In processing and orientation of new employees
4. Process all personnel actions in DCPDS and maintain the H.R. database.
5. Employee Relations and Programs to include annual Employee/Leaders surveys
6. Employee Benefits Programs include a Medical Insurance Program, a National Pension Plan, and an Unemployment portion of the Employment Insurance Program.
7. Provides assistance and support concerning employee awards programs
8. Processing of Retirement procedures, Issuance of Certificate
9. Compensation for the deceased employee
10. Annual submission of Employees' Withholding Allowance Certificate
Provides assistance to operating managers and supervisors on interpreting regulations and procedures regarding the more routine basic personnel management and payroll procedures (for example, a tour of duties, pay/leave administration, incentive award, allowances and other benefits, the employment process, etc.).
Perform general personnel clerical and administrative duties, processing various documents for U.S. and K.N. employees. Performs other duties as assigned.

HOW TO APPLY: 
1. Interested applicants should complete USFK Form 130 EK. 
  2. Current Dragon Hill employees may apply by submitting the DHL Internal Application.
응모방법:
1. 지원자는 구직신청서 (주한미군양식 130호) 를 제출해야 합니다. 
2. 현재 드레곤 힐 호텔 직원일 경우에는 내부 구직서류를 제출해야합니다.  

WHERE TO APPLY: 구직 신청 접수처
Application must be submitted to employment@dragonhilllodge.com.
                  
EMPLOYMENT POLICY: It is the policy of Department of the Army Non-appropriated Fund instrumentality’s (NAFI) to employ based on qualifications and merit. No employee may request, offer or accept gratuity in exchange for employment or promotion within DHL, nor may interfere with applicants exercising their rights to apply for consideration. Any employee guilty of practices is subject to removal from USFK employment. Anyone aware of acts contrary to this policy is urged to contact the Supervisory Human Resources Officer, 738-2233, Ext 6400.
채용방침: 주한미군의 채용방침은 채용 및 진급시 구비자격과 근무성적을 기준으로 하고 있습니다. 어느 직원이라도 진급할 목적으로 금품을 요구, 제공하거나 받을 수 없으며, 구직을 지원하는 구직자의 권리 행사를 방해할 수 없습니다. 이러한 방침에 위배되는 행위를 하는 직원은 주한미군으로부터 해직됩니다. 이러한 사실에 관하여 아시는 바가 있으면 즉시 인사처장 738-2233 (구내 전화-6400)으로 연락하시기 바랍니다.

BACKGROUND CHECKS / PHYSICAL EXAMINATIONS: Background checks and Physical Examinations are a condition of employment for all employees.
신원 조회: 채용된 직원들은 반드시 신원 조회를 합니다.
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