********JOB OPPORTUNITY*******

NON-APPROPRIATED FUND (NAF) POSITION

ANNOUNCEMENT NO:  NGIS HIRING EVENT

POSITION TITLE:  Front Desk Associate NF-0303-02 
SALARY:  $11.00 per hour                             
      


LOCATION:  Navy Gateway Inn and Suites NSN, NSA, NORTHWEST, NNSY 





 AREA OF CONSIDERATION:  Open  
RELOCATION EXPENSES:  Not authorized   

OPENING DATE:  12/14/2019
                      CLOSING DATE:  12/14/2019
DUTIES AND RESPONSIBILITIES:  This position is located at Navy Gateway Inns & Suites operation at Naval Station Norfolk.  The purpose of this position is to perform front desk and/or reservation functions for the lodging program.  Performs other duties as assigned.   
 QUALIFICATION REQUIREMENTS:   Preferred 6 months of work experience that demonstrates knowledge of basic principles, concepts, standards, and regulations related to hospitality operations.  Must be skilled in the use of personal computer and various software programs.  Must be able to communicate clearly and effectively both verbally and in writing in English.  Ability to handle, control, and account for large amounts of cash.
SPECIAL REQUIREMENTS:  This position may be designated ALPHA personnel for inclement weather or in the interest of national security and may be required to report for work when other employees are excused.  This position is subject to the possibility of working on weekends and holidays, as well as, rotating shifts, often consisting of other than normal work hours.  The staff member may be recalled to duty and/ or required to work overtime, as necessary to meet mission requirements.  May be required to possess a valid driver’s license.  Travel to other NGIS facilities may be required within the normal scope of duties.  This is a non-critical sensitive position requiring access to automated systems that contain PII on military personnel that is protected from disclosure by the DoD Privacy Program, DoD 5400.11-R.  The incumbent must obtain and maintain the Access National Agency Check with Inquiries (ANACI) security clearance with no access to classified information and must remain suitable for continued employment in National Security positions.  The incumbent is required to obtain Navy Lodging Program (NLP) front desk certification within 6 months of employment, as well as, any other requirements outlined in the Lodging Career Path Guide.
Some positions have special requirements.  In these cases selection is tentative pending satisfactory completion of these requirements.  Applicants may be required to provide proof of education, etc.  All selections are contingent upon the obtaining satisfactory employment reference checks.
We are an E-Verify participant.
Employment subject to successful National Agency Background Check.  Must have or be eligible for secret clearance.
As a condition of employment, the selectee will be required to participate in the Direct Deposit/Electronic Fund Transfer within the first 30 days of employment.

Occupants of this position must maintain the privacy of official work information and data and demonstrate the highest level of ethical conduct.

The Department of Navy is an Equal Employment Opportunity Employer. All qualified candidates will receive consideration without regard to race, color, religion, sex, national origin, age, disability, marital status, political affiliation, sexual orientation, or any other non-merit factor. 

