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ANNOUNCEMENT NO: 04-094                                                                  DATE OPENS:  13 OCT 2004

                                                                                                  INITIAL CLOSING DATE:  20 OCT 2004


   
_______________

POSITION TITLE:


CLERK-TYPIST
SERIES AND GRADE:

NF-1
RATES OF PAY:                              $ 7.00 

LOCATION:                                     BINGO PALACE

APPOINTMENT CATEGORY:
FLEXIBLE
SUMMARY OF DUTIES: Types a variety of material such as letters, memoranda, reports, studies, forms, and tabular materials from hand-written notes, rough drafts, or revisions of completed correspondence. Receives visitors and telephone calls and refers them to the proper person or furnishes information requested. Routes, controls, and distributes mail. Maintains files, composes routine correspondence from brief notes, oral instructions or on the basis of precedents; prepares simple charts, graphs, tables, or other material. 

QUALIFICATION REQUIREMENTS: Ability to type 40 words per minute.

CONSIDERATION OF APPLICATIONS: Applications will be accepted from all sources

INSTRUCTIONS TO APPLICANT: Apply at the Job Information Center, Darling Hall, Room 209, Fort Gordon, GA. Complete entire application, DA form 3433. Omission or lack of information or documentation may disqualify you for employment or for preference consideration, without notice. Applicants who have been discharged from the Armed Services of the United States must furnish proof that the discharge was under honorable conditions. Spouse Employment Preference (SEP) and Involuntarily Separated Military (ISM) preference must be requested in writing and supported by proper documentation. Refusal by the spouse to participate in established recruitment procedures (i.e., interview, KSAs where required, etc.) is considered a declination of employment and is basis for termination of SEP entitlement for the current PCS of the sponsor.

EQUAL OPPORTUNITY EMPLOYER
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NAF HUMAN RESOURCES


Directorate of Human Resources


ATTN: ATZH-HRC-N


Fort Gordon, Georgia  30905


Phone: (706) 791-6382 
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