CAREER PROGRAM VACANCY ANNOUNCEMENT 

	ANNOUNCEMENT:

NAF 004-05  (OPEN TO INTERNAL NAF ONLY)
	NO. OF VACANCIES:


1
	CLOSING DATE:

            15 October 2004

	POSITION TITLE:


Assistant Lodging Manager
	PP-SERIES-GR:

 NF-1173-IV
	SALARY RANGE:
$40,00 to $50,000
*See note below

	CAREER PROGRAM:

 SERVICES - NONAPPROPRIATED FUND (NAF) 
	Organization, Office Symbol, and Base: 
37 MSG/SVML
Lackland AFB, TX

	MAJOR DUTIES:

Assists lodging manager in providing quality lodging services which contribute to mission accomplishment and quality of life for a mobile Defense community.  Develops management plans and directives concerning the operation and utilization of lodging assets.  Responsible for planning, scheduling and coordinating major activities for lodging projects and facilities associated with the installation.  Assists in the development of overall management plans and administrative procedures related to installation lodging activities such as administration, tenant relations, assignments procedures, occupancy practices, budget and financial planning and general maintenance procedures and practices.  Responsible for work force management, recruitment, and staff training.  Assists the lodging manager in providing quality lodging by helping to develop a proactive customer feedback system to measure customer service standards compliance.  Measures personnel performance and assists the lodging manager in maintaining a motivated work force.  Establishes and maintains a professional employee training and development program.  Manages an employee recognition program for all categories of employees on the lodging staff.  Provides oversight for a cyclical facility preventative maintenance and renovation program.  Maintains a 5-year capital improvement plan to assure quality furnishings, equipment, and services are provided to all guests.  Maintains statistical data to monitor performance and budgetary requirements.  Develops performance work statements for contract services and measures compliance through inspections, audits, and customer critiques.  Manages real property resources and provides expert advice on renovations, improvements, and minor and major construction.  Ensures proper protocol is practiced.  Coordinates with senior leadership and local, state, and federal officials concerning current lodging programs, practices, and trends.  

QUALIFICATION REQUIREMENTS: Two (2) years of experience in the operational management of a civilian or military lodging program or AF Services programs related to lodging, recreation, sports and fitness, hospitality and food service programs, or business management. This experience must have included responsibility or supervision over various phases of program operations sufficient to demonstrate skill and knowledge in such areas as activity management planning and programming, economic soundness of program operations, uniform accounting, and supply procedures, facility management, and supervision of a subordinate staff.  Lodging program experience gained at the MAJCOM, Air Staff, or Agency level is an acceptable substitute.  A baccalaureate degree in hotel management, hospitality, or business  (or 36 semester hours combined in hotel management, hospitality, or business), in addition to 1 year of experience as described above, may be substituted for the required 2 years of experience. 

OTHER INFORMATION: Must be able to satisfactorily complete a background investigation (National Agency Check).  Incumbent must satisfactorily complete the physical requirements.  Incumbent must sign the Air Force Mobility Agreement.  All of the special requirements and provisions of this position will not be made known to applicants until the selection process.  Travel expenses will be paid in accordance with Joint Travel Regulation, JTR, Vol II, if applicable.
HOW TO APPLY:  Self-nominate via e-mail to NAFCAREERS@RANDOLPH.AF.MIL or by Fax to DSN 665-3703, Commercial 210-565-3703. For complete application/self-nomination procedures, go to: http://www-.afsv.af.mil/CR/NAFRegistration.htm on the Services Career Program website: http://www.afsv.af.mil/CR. 

Print a copy of your self-nomination for your records.

We cannot accept self-nomination by phone.

a.  Self-nomination must include the following:
1.  Name, Social Security Number, Address, and Contact phone numbers

2.  Announcement Number

3.  Position Title and duty location of vacancy

b.  If your resume on file is not current, you must submit an updated Resume and supplemental data at the time you self-nominate. 

c.  Prior military, submit a copy of your DD 214 (or equivalent) with member copy 4. 

d.  Self-nominations must be received by close of business on the date the announcement closes.

e.  Incomplete self-nomination package will not be referred.  

f.  No referral letters will be issued.  Contact our office to check your status, DSN 665-4055 or 210-565-4055.

g.  After self -nominating, candidates who decline referral or selection on a career program certificate are subject to uniform penalties as well as career program restrictions.  Candidates who self-nominate and decline consideration/selection for the NAF Career Program position will not be eligible for referrals or promotion to another Career Program position for a period of 12 months.
*NOTE:  For current Appropriated Fund (APF) employees, if selected, portability pay setting rules apply. REF: AFMAN 34-310, AF Personnel Program Management and Administration Procedures, para 13.6.2.2). For NAF Employees:  Pay information may be obtained from your local Human Resources Office (HRO).
FOR ADDITIONAL INFORMATION CONTACT: 37 MSG/SVM, DSN: 945-9334, CMCL: 210-671-2296.
EEO Statement: THE DEPARTMENT OF THE AIR FORCE IS AN EQUAL OPPORTUNITY EMPLOYER. Selection will be made without regard to non-merit factors such as race, color, religion, sex, national origin, marital status, age, politics, disability, or sexual orientation, which do not relate to successful performance of the duties of the position except where specifically authorized by law.   


 







