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Job title: Supervisory Program Specialist Department: Department of the Army
Agency: Army Installation Management Command
Hiring organization: USAG Hawaii, Child, Youth and School Services Division
Job announcement number: WENAFEW151377308
	Salary Range:
	$37,065.00 to $39,903.00 / Per Year

	Open Period:
	Thursday, April 9, 2015 to Friday, April 17, 2015

	Series and Grade:
	NF-1701-03

	Position Information:
	Full-Time — Permanent

	Promotion Potential:     
	03

	DUTY LOCATIONS:
	Few vacancies in the following location:
Fort Shafter, Hawaii View Map


	WHO MAY APPLY:
	Open to U.S. citizen and non-U.S. citizen applicants on the Island of Oahu.

	SECURITY CLEARANCE:
	Other

	SUPERVISORY STATUS:
	Yes



JOB SUMMARY:
There when you need us! Child, Youth and School Services recognizes the challenges of our soldiers and their families. By offering quality programs for children, youth and students, CYSS supports the Army Family Covenant by reducing the conflict between mission readiness and parental responsibility.
This announcement will be used to fill a regular full-time position at The Fort Shafter School Age Center. Applicant must have flexible availability to work days, nights, weekends and split shifts on a frequent basis in support of the program. Schedule can be subject to change. This is a supervisory position, subject to a one-year probationary period.  
Position is entitled to 12.25 percent cost of living adjustment for the Island of Oahu. The COLA is subject to change without notice.
If an additional vacancy request within the commuting area of Fort Shafter and Aliamanu Military Reservation, Honolulu, Hawaii, is received within 90 days of this announcements closing date, this announcement may be used.
 
HOW TO APPLY:
You must submit a complete application by 11:59 p.m. EST on the closing date reflected on the vacancy announcement. A complete application contains a resume, or DA Form 3433, any required documentation to support any preference and priority claims, certification, licensure or education requirements, as well as a completed occupational questionnaire. All these documents must be uploaded, faxed, dropped off or mailed based on the application method. If faxing, mailing or dropping off in person, your responses to the occupational questionnaire must be completed on the OPM Form 1203-FX to receive consideration. No other document will be accepted in lieu of the OPM Form 1203-FX. You may apply for this position using one of the four methods identified below.

1. ONLINE (preferred): Apply electronically via USA Jobs. This will ensure faster processing of your application and provide faster status updates. You can download the USAJOBS.gov app to your smart phone for easy access and convenience.
2. FAX: Fax your application package to 478-757-3144. An OPM Fax Coversheet must be submitted for all documents.
3. MAIL: Mail or email your application package to the point of contact listed for this vacancy announcement.
4. IN PERSON: You may drop off your application package in person to the servicing CPAC, NAF HR Office listed as the point of contact for this vacancy announcement if you are within the area of the servicing CPAC, NAF HR Office.

Neglecting to respond to the job related questions will result in an ineligible rating. You may contact the servicing CPAC NAF DIVISION identified on the vacancy announcement for additional assistance.
*Application Forms and URL links provided below in the HOW TO APPLY section*
 
TRAVEL REQUIRED
· Occasional travel
· Occasional travel on the Island of Oahu to other CYS locations
RELOCATION AUTHORIZED
· No
KEY REQUIREMENTS
· Direct Deposit is required.
· Social Security card is required.

DUTIES:
Serves as a Child, Youth and School Services Supervisory Program Specialist with responsibility for supervising a minimum of eight ratios of children 0 - 5 (80 preschoolers) in a Child Development Center (Ages 0-5) or six ratios of children and youth (90 youth) in a school-age program or youth center in accordance with all applicable regulations and standards. 
Works in-ratio 50 percent of the time providing breaks for assigned staff, modeling appropriate behavior and providing program oversight and accountability during all hours of program operation.
Assists director with requests for recruitments using Army CYS Standard Position Descriptions. Supervises and evaluates employees based on established performance standards as required. Ensures timely submission of personnel actions. Provides training for employees as required.
Acts as director in director's absence up to 20 percent of the time. May work in additional CYS facilities for the purposes of providing management oversight for evening or weekend openings such as a Child Development Center Supervisory Program Specialist acting as the director of the Youth Center on a Saturday. 
Prepares work schedules to meet ratio and group size requirements. Monitors and analyzes adult and participant ratio sheets to ensure proper staffing. Ensures children and youth are appropriately supervised at all times. 
Tracks child enrollments and youth attendance to ensure maximum occupancy rate using prescribed staff and child head count sheets. Uses compensatory enrollment in all appropriate CYS programs based on CYS enrollment data. Notifies supervisor of terminations from the program.
Works with trainer and supervisor to plan, coordinate and implement activities and special events that meet the physical, social, emotional and cognitive needs of children and youth. 
Participates in conferences with parents, program staff and school representatives. 
Serves as a member of the CYS Services Garrison Rapid Improvement Team as needed to ensure assigned area is in compliance with all statutory and regulatory requirements leading to DoD Certification and national accreditation.
Assists supervisor in developing program budget. Manages assigned program areas to budget. Recommends the procurement of supplies and equipment. Prepares work orders as necessary. Provides input for information papers and briefings upon request.
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. Maintains food program records as required.
May be required to perform health related practices as reasonable accommodation for children with disabilities.
Perform other duties as assigned.
 
 

 






QUALIFICATIONS REQUIRED:
1. Successful completion of a four-year college or university degree with a major course of study which directly relates to the appropriate CYS field consistent with the following:

For positions in child development facilities: The education must have been in child development, early childhood education, home economics with 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, physical education, elementary education, secondary education, special education or other fields appropriate to the position to be filled such as related behavioral science.

2. In addition to the basic requirements stated above, the following are required:

· Experience working as a Lead Child and Youth Program Assistant, Lead Child and Youth Program Technician, Child and Youth Site Leader or as a successful graduate of an Army CYS Services/Land Grant University Intern Program or similar program
· Ability to select, train and supervise direct in-ratio staff
· Ability to develop and implement child and youth facility-based programs
· Ability to plan and organize work, analyze problems to identify significant factors, gather pertinent data and recognize solutions
· Must possess comprehensive oral and communications skills and analytical writing skills, and the ability to present ideas and proposals to a variety of audiences

OR

1. A combination of education and experience — courses equivalent to a major in a subject matter field (24 semester hours) appropriate to the position (see above), 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.
2. In addition to the basic requirements stated above, the following are required:
· Twelve months of directly related work experience as a Lead Child and Youth Program Assistant, Lead Child and Youth Program Technician, Child and Youth Site Leader or as a successful graduate of an Army CYS Services/Land Grant University Intern Program or similar program
· Ability to develop and implement CYS facility-based programs 
· Ability to plan and organize work, analyze problems to identify significant factors, gather pertinent data and recognize solutions
· Must possess comprehensive oral and communications skills and analytical writing skills, and the ability to present ideas and proposals to a variety of audiences
 
 
Failure to upload college transcripts at the time of application will result in an ineligible rating.
 
Conditions of employment
1. May require a one-year probationary period 
2. Meet all qualification and eligibility requirements
3. Satisfactorily complete an employment verification check
4. Successfully complete all required background checks to include a health screening
5. A completed and signed copy DA Form 3433-1 and DA Form 3433-2 (for CYSS positions only) 
6. Must be able to work days, nights, weekends, split shifts and special events
NOTE (1): Employment will be denied or terminated if your background checks reveal any of the following: Conviction for a sexual offense, a drug felony or any drug-related offense, a violent crime or a criminal offense involving a child or children.
NOTE (2): Applicants have the ability to perform an E-Verify Self Check to confirm employment eligibility at employment eligibility self-check. Although a self-check is not mandatory, it can be a useful tool for applicants to find out if there is a problem with their employment eligibility records and resolve any issues before taking a job. 

HOW YOU WILL BE EVALUATED:
Experience refers to paid and unpaid experience including volunteer work done through national service programs, such as Peace Corps or AmeriCorps, and other organizations —professional, philanthropic, religious, spiritual, community, student or social. Volunteer work helps build critical competencies, knowledge and skills and can provide valuable training and experience that translates directly to paid employment. You will receive credit for all qualifying experience, including volunteer experience.

BENEFITS:
Nonappropriated Funds regular positions include employee benefits. For additional benefits information go to benefits.



OTHER INFORMATION:
[bookmark: OLE_LINK3]Additional selections within the commuting area may be made from this vacancy announcement for up to 90 days after the closing date. The commuting area may include locations at the following:
· Aliamanu Military Reservation located in Honolulu, Hawaii. Payment of permanent change of station costs is not authorized, based on a determination that a PCS move is not in the government interest.
The Department of Army Nonappropriated Fund Instrumentalities are an equal opportunity employer.


HOW TO APPLY:
Your resume must be submitted by 11:59 p.m. EST on the closing date, Friday, April 17, 2015, reflected on the vacancy announcement.

To apply for this job online, select USA Jobs.

To fax supporting documents that you are not able to submit online:
· Complete this cover page using the following Vacancy ID 1377308.
· Fax your documents to 478-757-3144.

If you cannot apply online, follow the procedures below:
· Click the following link to view and print the job experience related questions — View Occupational Questionnaire.
· Complete the 1203-FX  — form to provide your response to the job related questions.
· Fax the completed 1203-FX form along with any supporting documents to 478-757-3144. Your 1203-FX form will serve as a cover page for your fax transmission.
 
NOTE: Please continue completing all questions within section 25 of the 1203-FX form, Occupational Questionnaire, regardless of the numbering sequence.  
 

REQUIRED DOCUMENTS:
Before you can start working, the following document(s) will be needed:
· Resume
For education requirements please note the following:

At the time of application, you must provide official transcripts (copy or original) as proof that positive education requirements have been met. 
 
Other supporting documentation needed are listed below, if you are requesting an employment preference:
 
· Permanent Change of Station Orders and marriage certificate or equivalent for military spouses requesting Spouse Employment Preference
· Veterans' and Involuntary Separated Military Preference documentation — DD-214 member four copy or equivalent
· DOD NAF BBA documentation — DA form 3434 or equivalent plus issued BBA notice
· Current and former NAF employees including current APF employees — DA form 3434 or equivalent, ex: SF50
 
AGENCY CONTACT INFO:
Shauntay S. Drinks
Phone: 808-438-3974
Email: SHAUNTAY.S.DRINKS.NAF@MAIL.MIL
Agency Information:
DA NAF Fort Shafter
Fort Shafter
Bldg. 126 Stop 516
Fort Shafter, HI 96858-5002
WHAT TO EXPECT NEXT:
Your resume will be reviewed to verify that qualification requirements have been met. We appreciate your interest in this position!
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