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    NAF JOB 

 ANNOUNCEMENT

US ARMY, TACOM-ARDEC, PICATINNY ARSENAL, NEW JERSEY 07806

POSITION: Child & Youth Services Assistant Director
 ANNOUNCEMENT #:  04-0022  
PAY PLAN/SERIES/GRADE:  NF-1701-03


         OPENING DATE:  12 February  2004
PAY RANGE:  $32,000.00 to $35,000.00 per year 
    CLOSING DATE:  31 December 2004
LOCATIONS: Child Development Services

OFFERED:   Medical and Dental Coverage, Retirement Pension Plan, 401(k) Savings Plan, Life Insurance, Annual Leave/Sick Leave/Family Medical Leave and 10 Paid Holidays Per Years.

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

OPEN AND CONTINUOUS*

(This position is considered “open and continuous” which means you may apply for this position on an open and continuous basis.  Positions may or may not be available at time of application.  Applications will be held on file for one year and will be considered when a vacancy occurs.)

WORK SCHEDULE:  
Regular Full-Time  40 hours per week, will include some evenings 

and Saturdays.
AREA OF CONSIDERATION:  All interested U.S. Citizens and Legal Immigrants.

SUPERVISORY CONTROLS:
 
Performs duties under the general direction of the CYS Director, who outlines program objectives and is available for discussion of complicated and unprecedented matters. Incumbent's work is evaluated in terms of compliance with baseline standards as measured against established metrics, as well as program accomplishments and effectiveness. Majority of assignments are performed independently with technical assistance from the CYS Facility/Program Director when required.

MAJOR DUTIES:

Serves as a Child and Youth Services (CYS) Assistant Director of a Level 1 - 3 (small to large size) CYS Program with responsibility for assisting the supervisor in the operation of an assigned CYS program IAW all applicable regulations and standards. Acts as Director in Director's absence. Applies professional knowledge to plan, implement, and supervise a comprehensive program that promotes positive growth and development of children and youth. Ensures facility/outdoor venues maintain appropriate standards for condition and sanitation. Provides program oversight and accountability for the performance of assigned staff and the safety and well being of children and youth IAW DoD, Army and local policies and standards. Ensures assigned staff follow risk management procedures (i.e., abuse prevention, identification, and reporting procedures; accident prevention, etc.). Monitors and analyzes adult/participant ratio sheets to ensure proper staffing policies are enforced. Prepares work schedules for assigned staff to meet ratio and group size requirements. Ensures children/youth are appropriately supervised at all times. Develops policies, procedures and SOPs to support program goals.


Serves as a member of the Installation Child and Youth Evaluation Team to ensure compliance with health, fire, safety, facility and program regulatory requirements and CYS baseline standards. Assists in maintaining DoD/Army certification for assigned program areas, and helps ensure program achieves and retains national accreditation or Army equivalent and maintains accreditation/Army equivalent standards.

Assists in complying with DA guidance to include CYPPP, fee policies, program registration/enrollment, and baseline standards and benchmarks. Provides input on installation needs and trends to CYS Program Director for inclusion in the CYS Operations Plan.

Initiates requests for recruitments utilizing Army CYS Standard Position Descriptions. Supervises and evaluates employees based on established performance standards as required. Provides appropriate staff professional recognition and/or disciplinary action. Recommends assigned staff for promotion IAW Child and Youth Personnel Pay Program (CYPPP) guidelines. Conducts written observations of staff during all hours of operation. Evaluates employees based on established performance standards. Supports and budgets for staff annual training requirements (i.e., credentials, certifications and training for professional management staff). Ensures timely submission of personnel actions. Provides training for employees as required. 

Assists supervisor in developing program budget. Manages assigned program areas to budget. Conducts written analyses of budget variances. Prepares justification for funding of program resource requirements. Utilizes Child and Youth Management System (CYMS) to oversee the collection, accurate accounting and reporting of funds; and to collect and maintain up-to-date statistical data for planning and reporting purposes IAW higher headquarters and statutory requirements. 

Monitors food service program for assigned area ensuring compliance with all applicable Army and USDA food program policies and procedures to include proper meal components and portion sizes. Provides input for changes in menus based on child/youth and parental suggestions. Maintains food program records as required.

Implements an active program of parental involvement, providing parent education opportunities and encouraging parent observation and participation. Encourages parent representation on CYS Parent and or Parent/Youth council and Child and Youth Evaluation Team. Assists in conducting annual parent/parent-youth satisfaction surveys and analyzing results. Supervises volunteers and assigns roles as required. 

Recommends the procurement of supplies and equipment. Arranges for bus transportation of children/youth as required. Provides input for information papers and briefings upon request.

Works cooperatively with other CYS Managers to ensure seamless service and continuity of quality options for all children and youth. Serves as member of the CYS Program Plan Team to develop written strategies for program improvement. Supports all EEO and AA objectives. 

May certify and supervise up to 9 CYS satellite homes IAW all applicable Family Child Care policies and procedures as required.

CONDITIONS OF EMPLOYMENT:
Required background checks of AR 215-3 and the Crime Control Act must be successfully completed and maintained, including Child and Youth National Agency Check with Inquiries (CNACI). A health assessment is required. Satisfactory performance, successful completion of training requirements and demonstrated on the job competency is required. Travel to on and off post locations required.
 
QUALIFICATION REQUIREMENTS: 

Basic Requirement: Successful completion of an undergraduate Degree (is highly preferred) that included or was supplemented by major study (at least 24 semester hours) in the fields appropriate to the position consistent with:   
For positions in Child Development Facilities: The education must have been in child development, early childhood education, home economics (early childhood emphasis), elementary education, special education or other fields appropriate to the position to be filled such as related behavioral science. 
For positions in Youth Facilities: The education must have been in youth development, youth administration, recreation, education, home economics, physical education, elementary education, special education or other fields appropriate to the position to be filled such as related behavioral science.
OR a combination of education and experience - courses equivalent to a major in a subject matter field 
appropriate to the position, plus appropriate experience or additional course work that provided knowledge comparable to that normally acquired through the successful completion of the four-year course of study described above.
In addition to the basic requirements stated above the following is required: 

1. 12 months of experience in the same or similar work equivalent to at least the next lower grade or level requiring application of the knowledge, skills, and abilities of the position to be filled. 
2. The ability to plan and organize work, analyze problems to identify significant factors, gather pertinent data and recognize solutions. 
3. Comprehensive oral and communications skills and analytical writing skills. 
4. Ability to present ideas and proposals to a variety of audiences.

HOW TO APPLY:  All applicants must submit the following:
1.  DA 3433 (Nonappropriated Fund Employment Application).

2.  Copy of latest DA 3434 (if current or former NAF employee).

3.  Copy of latest performance appraisal (if current or former NAF employee).

4.  If prior military service, copy of DD 214 (PART 4).
5.  If claiming Spouse Employment Preference (SEP), copy of spouse's orders.  Refusal by the spouse to participate in established recruitment procedures (i.e., interview, KSA’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.

6.  If claiming Involuntarily Separated Members (ISM), copy of DD 214, or DD 1173 for family   

members, or a copy of official letter from Department of Army indicating eligibility.

SEP and ISM Preference is terminated upon acceptance or declination of any continuing position, whether or not preference was applied. 

SPECIAL CONDITION OF EMPLOYMENT:  All NAF employees are required to designate a financial institution to which their pay can be directly deposited via Electronic Fund Transfer (EFT).  
Full-Time employees are required to sign up for the NAF Retirement Plan (Mandatory).

FOR FURTHER INFORMATION:  Call (973) 724-2261, Nonappropriated Fund Civilian Personnel Office, Building 1 Ramsey Avenue, located in the Civilian Personnel Advisory Center, Picatinny Arsenal, New Jersey 07806.  Hours of operation are Monday through Friday, 7:00 AM to 3:30 PM.  PLEASE FAX YOUR APPLICATION TO (973) 724-6311.

ALL QUALIFIED APPLICANTS WILL RECEIVE CONSIDERATION FOR APPOINTMENT WITHOUT REGARD TO RACE, COLOR, NATIONAL ORIGIN, SEX, AGE, RELIGION, POLITICAL AFFILIATIONS, MEMBERSHIP OR NONMEMBERSHIP IN AN EMPLOYEE ORGANIZATION, PHYSICAL/MENTAL HANDICAP THAT DOES NOT INTERFERE WITH THE ACCOMPLISHMENT OF THE JOB, OR ANY OTHER NONMERIT FACTOR.  

DOD Nonappropriated Fund Instrumentalities are Equal Opportunity Employers.
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