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NAF VACANCY ANNOUNCEMENT

ANNOUNCEMENT NUMBER 001-04

POSITION TITLE:  HUMAN RESOURCES SPECIALIST
PAY PLAN-SERIES-GRADE: NF-0201-IV

           CATEGORY:  Regular/with benefits                                                                                                                             

LOCATION:  Human Resources Office

           SALARY:  $14.85-$19.25/hr - Based on experience 

OPENS:  02 Mar 04




           CLOSED:  15 Mar 04 or until filled
DUTIES AND RESPONSIBILITIES: Assists the Human Resources Officer (HRO) in the performance of technical and management advisory personnel functions of the NAF personnel Program.  Serves as the focal point for the automated NAF personnel data system for transaction problems and error resolutions.  Maintains surveillance of automated system processing through regular system queries and quality control products.  Provides technical advice to lower-graded Human Resources Assistants concerning processing of personnel actions and associated system error situations.  Provides management with position control registers and other automated personnel statistical documents/reports.  Provides limited management advisory services in matters related to the staffing, affirmative employment, employee relations, and classification.  Assists the HRO with disciplinary actions, adverse actions, and grievances.  Analyzes, evaluates, and classifies non-controversial positions in variety of occupational groups.  Conducts position reviews; performs desk audits; determines and assigns correct pay category, occupational series, title, grade level, Fair Labor Standards Act (FLSA) designations; and prepares required evaluation statements.  Provides advice and assistance to managers and employees on base pay, overtime or leave entitlement questions or problems.  Advises managers and employees about relatively common issues or problems such as routine leave or attendance questions or disputes.  Researches and resolves problems in the administration of the employee benefit program.  Participates in planning and conducting the local NAF wage survey IAW regulatory guidance.  May serve as Chairman/Co-Chairman of the NAF Locality Wage Survey Committee.  Performs other related duties as required.

QUALIFICATIONS:  Applicant must have progressively responsible experience in substantive NAF personnel management and administration.  Must be thoroughly familiar with the full range of NAF personnel policies and procedures.  Must have knowledge of and skill in interpreting and applying regulations, policies, practices and procedures covering NAF personnel management programs.  Must possess basic computer skills and have knowledge of the automated NAF personnel data system.  Must be familiar with personnel computer applications such as Windows, MS Word, Excel, Access, and the Internet.  Ability to communicate with others effectively, both orally and in writing.  Must possess skill in dealing with customers and the public.  Successful completion of a National Agency Check is required.

OTHER INFORMATION:  All NAF employees are required by PL 104-134 to have salary payments made by electronic funds transfer/direct deposit.  Some funding for PCS costs may be available.

HOW TO APPLY:  You may apply at the NAF Human Resources Office, 2000 Wyoming Blvd. SE, Building 20604, Room D-25, Kirtland AFB, NM 87117; or you may go to our web site at www.kirtland.af.mil to get a copy of application (HRO form 9601).  Please mail application or resume to the above address or fax to (505) 846-7328.  You may also apply at the Workforce Connection located at 1309 Fourth Street SW Suite D, Albuquerque, NM 87102.   For further information, please call 846-1522.
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