
	DEPARTMENT OF THE NAVY

NAVAL SUPPORT ACTIVITY

HUMAN RESOURCES OFFICE

NAPLES, ITALY
	U.S. JOB OPPORTUNITY ANNOUNCEMENT

	Position Title
	Mail Clerk
	Announcement Number
	04NAP-035353-EI

	PP-Series-Grade
	GS-0305-04
	Opening Date
	25 OCT 04

	Starting Salary
	$21,518
	Work Schedule
	Perm Part Time
	Closing Date
	05 NOV 04

	Job Location
	U.S. Naval Computer & Telecommunications Area Master Station, Europe Central, Naples, Italy
	Duty Location
	Naples

	Who May Apply
	U.S. citizens residing in the Naples/Gaeta commuting area who meet one or more of the following conditions.

1. Family members eligible for Schedule A 213.3106(b)(6) appointments.

2. Current Federal employees serving under career or career conditional appointments.

3. Preference eligibles or veterans separated after three or more years of continuous active service performed under honorable conditions. 

4. Veterans’ Recruitment Appointment (VRA) eligibles.

	About the Job
	The incumbent performs various duties involving the control, processing and delivery of incoming and outgoing mail.  Delivers outgoing personal and official U.S. mail to, and picks up incoming Regional and Official mail, from the Capo Post Office.  Sorts and slots personnel mail to command personnel mail boxes, delivers packages, processes and maintains accountability for incoming and outgoing certified, registered, and insured parcels, and performs directory services of U.S. mail.  Handles all classified and unclassified guard mail both incoming and outgoing, and delivers it to the proper location.  Monitors all outgoing official mail to ensure dispatch is done in accordance with current military and civilian postal regulations.  Prepares outgoing mail by class and weight for onward transportation to CONUS.  Receives, sorts and processes both incoming and outgoing personal mail and distributes it to authorized lockbox holders.  Operates a motor vehicle on which performs routine maintenance. 

	OPM Qualification Requirements
	APPLICANT MUST MEET EXPERIENCE OR EDUCATION REQUIREMENTS.

Experience:  One year of general experience which is progressively responsible clerical, office, or other work which indicates ability to acquire the particular knowledge and skills needed to perform the duties of this position.  

Education:   Two (2) years of successfully completed education above the high school level in any field for which high school graduation or the equivalent is the normal prerequisite.  Copy of transcripts is required for education substitution.

	Tell us about your experience
	1. Knowledge of Official Mail Management Program.

2. Ability to sort mail, perform directory service and organize work volume.

3. Ability to operate personal computer and office copy machines.  

	Job Conditions
	1. Applicant must be able to pass a physical examination.

2. Must be able to obtain/posses a security clearance. 

3. Incumbent must be capable of obtaining a government driver’s license, and driving a standard shift vehicle. 

	Pertinent Information
	1. Applicants who are U.S. citizens and also citizens of Italy are not employable in a U.S. position.
2. Application package, including documents required by the SOFA, must be required by closing date of this announcement.  

3. Highest previous rate may be authorized

4. Selection to this position will use your military spouse preference.

5. VRA applicants will be appointed to a Term appointment.

	THE DEPARTMENT OF THE NAVY IS AN EQUAL EMPLOYMENT OPPORTUNITY EMPLOYER


