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NONAPPROPRIATED FUND OPEN CONTINUOUS VACANCY ANNOUNCEMENT
구직 등록 공고

1. ANNOUNCEMENT NUMBER: KN-26-02
공고번호:  KN-26-02
2. POSITION TITLE: Front Office Operations Clerk  
직책: 프론트 오피스 직원                                        
3. SERIES GRADE: KGS-0303-04
직급: 사무직4급
4. EMPLOYMENT CATEGORY:  Temporary Full Time NTE 1 Year      
채용부류: 임시 정규직                                                                                                        
5. SALARY: 18,241 won per hour/ W37,939,200 won per year
시간당급여: 시간당 18,241원/ 연봉 W37,939,200원
6. DUTY LOCATION:  Dragon Hill Lodge, Rooms, Yongsan
근무지: 드레곤 힐 호텔, 객실부, 용산
7. OPENING DATE: 28 July 2026
공고 개시일: 2026년 7월 28일
8. CLOSING DATE:  Open Until Filled 
공고 마감일: 충원될때까지
                                                       
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. 

MAJOR DUTIES:
Serves as a Hotel Front Office Operations Clerk responsible for performing a comprehensive series of duties related to the complete guest cycle.
Incumbent may perform a series of routine reservation agent functions assisting the guests, either in person, over the telephone, or through written correspondence, in securing accommodations at the hotel. Incumbent may perform series of routine telephone operator functions assisting the guests, management, and/or members of the community at large, with normal hotel communications requirements and requests. In this capacity, incumbent also serves in a dual purpose capacity as central point of contact for management and staff under special circumstances (i.e. emergency contact, routine paging of personnel on “beepers’ etc.)
Incumbent may perform a series of routine Front Desk Clerk and/or cashiers functions assisting arriving guests in securing a room (all check-in related procedures), collecting payment from departing guests (all check-out procedures), and providing general information for all guests and members of the community that my approach the desk with special needs or inquiries.          

QUALIFICATION REQUIREMENTS: Previous work experience performing related duties desirable, but not required. Must be familiar with the layout of a standard keyboard and be able to type. 
Education: Must have successfully completed at least two years of secondary school math, and English course; or be able to demonstrate proficiency in both subjects at a level appropriate for performing position related duties. Experience utilizing computer software applications is desirable, but not required. 

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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