
 NONAPPROPRIATED FUND POSITION 
 MORALE WELFARE AND RECREATION DEPT. 
 NEWPORT, RHODE ISLAND  02841 
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 VVAACCAANNCCYY  AANNNNOOUUNNCCEEMMEENNTT  
  

 EQUAL OPPORTUNITY EMPLOYER 
 
 

POSITION: CUSTOMER SERVICE CLERK  ANNOUNCEMENT NO. NAVSTA NPT 26-03  
NF-2091-01-00 

 
DATE OPENED: July 9, 2003   CLOSING DATE: OPEN UNTIL FILLED 
 
LOCATION: COMMUNITY CENTER     
  NAVAL STATION NEWPORT 

NEWPORT, RHODE ISLAND 02841 
                           
AREA OF CONSIDERATION: OPEN   
 
NOTE: CATEGORY OF EMPLOYMENT: FLEXIBLE 0-40 HOURS 
 
DUTIES:  RESPONSIBLE FOR ASSISTING IN THE ASSURANCE OF AN EFFICIENT OPERATION 
OF THE ACTIVITY DURING HIS/HER RESPECTIVE SHIFT. MUST PROMOTE GOOD PATRON 
RELATIONSHIP AND ENHANCE THE IMAGE OF THE RESPECTIVE FACILITY. RESPONSIBLE 
FOR ASSISTING WITH THE SUPERVISION AND TRAINING OF THE PERSONNEL ASSIGNED TO 
THE RESPECTIVE ACTIVITY. ENSURES ADEQUATE MANNING FOR SPECIAL EVENTS AS WELL 
AS ROUTING OPERATIONS. RESPONSIBLE FOR ASSISTING THE RESPECTIVE MANAGER WITH 
THE PERFORMANCE OF THE FOLLOWING SPECIFIC RESPONSIBILITIES AND DUTIES. 
EXERCISING SUPERVISION OVER THE OPERATION OF THE ACTIVITY. ENSURING CUSTODY 
OF ALL RECORDS AND PROPERTY OF THE ACTIVITY AND ALL GOVERNMENT PROPERTY IN 
THE POSSESSION THEREOF. VERIFYING THE RECEIPT OF STOCKS OF MERCHANDISE AND 
BEING RESPONSIBLE FOR THE SAFEKEEPING THEREOF DURING HIS/HER SHIFT. BEING 
RESPONSIBLE FOR THE RECEIPT, SAFEKEEPING, DEPOSIT, DISBURSEMENT, AND 
ACCOUNTABILITY OF FUNDS. 
 
QUALIFICATIONS: BUSINESS ADMINISTRATION AND ACCOUNTING EXPERIENCE IS DESIRED. 
MUST DEVELOP A WORKING KNOWLEDGE OF ALL ACTIVITIES IN THE RESPECTIVE 
FACILITIES. MUST HAVE THE ABILITY TO PROPERLY SUPERVISE A GROUP OF BOTH 
CIVIIAN AND MILITARY PERSONNEL. MUST HAVE THE ABILITY TO RENDER DECISIONS, 
AND THE ABILITY TO INFLUENCE OTHERS IN OBTAINING COOPERATION AND ASSISTANCE. 
 
MILITARY SPOUSE EMPLOYMENT PREFERENCE: BEST-QUALIFIED CANDIDATES ELIGIBLE FOR 
SPOUSE EMPLOYMENT PREFERENCE (SEP) WILL BE REFERRED FOR PRIORITY 
CONSIDERATION AND EMPLOYMENT PREFERENCE.  ELIGIBLE CANDIDATES MAY ASK FOR 
ASSISTANCE FROM THE PERSONNEL STAFF BEFORE SUBMISSION OF APPLICATION. 
 
THE DEPARTMENT OF THE 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 FACTORS. 
 
SELECTEE WILL BE REQUIRED TO PARTICIPATE IN THE DOD DIRECT DEPOSIT ELECTRONIC 
FUND TRANSFER WHICH IS THE STANDARD METHOD OF PAYMENT WITHIN DOD FOR PAY OF 
PERSONNEL. 


