Job Opportunities

DEPARTMENT OF THE NAVY

HUMAN RESOURCES OFFICE

SUPPLY TECHNICIAN

NF-2005-03

($10.50 - $24.68 PER HOUR)

THIS IS A NON-APPROPRIATED FUND (NAF) PERMANENT FULL TIME   POSITION  

ANNOUNCEMENT #: CLUB DEL MONTE 2002-06

OPENING DATE:  10 DEC  2002   CLOSING DATE:  Until Filled
LOCATION:   Club Del Monte, Food and Beverage Division, Morale, Welfare and Recreation (MWR) Department, Naval Postgraduate School, Monterey, CA 93943-5000

AREA OF CONSIDERATION:      Naval Postgraduate School, MWR  NAF Employees only
MAJOR DUTIES AND RESPONSIBILITIES:

The purpose of this position is to receive, store and issue a variety of bin and bulk supplies, materials and equipment for the MWR  Food and Beverage operations. Also supports Food and Beverage operations with performance of routine tasks as cashiering, inventory of Food and Bar areas, time cards, work schedules, and daily administrative tasks.  Responsible for receiving incoming shipments and merchandise for MWR Food and Beverage operations.  Checks in deliveries from vendors, verifying item, quantity, quality and prices against receiving documents.  Compares receipts with shipping orders and vendors’ delivery tickets, noting any discrepancies on documents and ensuring signature by truck driver. Responsible for Food and Beverage Division inventory of approximately $40,000  per month to include security, receiving and warehousing.  Based on knowledge of warehousing plans, selects storage locations and stores, stacks and palletizes items.  Ensures first in, first out inventory procedures are utilized.  Establishes low and high inventory record card system for accurate accountability of all inventory.  Ensures proper storage of cleaning and hazardous materials.  Ensures Material Safety Data Sheets (MSDS)  are kept up to date. Arranges  for the return of unacceptable merchandize and duplicate shipments. Assists in end of month inventories to include kitchen, warehouses and bar areas, counting items in storage areas.  Adheres to fire and safety regulations.  Maintains high sanitation standards and cleans storage areas regularly.  Drives truck up to and including ½ ton, vans etc. to various facilities to deliver merchandise and to local business establishments for pick up or delivery.  Assists Executive Chef and Food and Beverage Manager in the posting of updated prices or purchase orders, inventories and receiving documents.   May assist Executive Chef in the processing of work schedules and time cards.  May perform cashier/checker duties to include visually checking food and beverages on patrons tray, operates cash register to record purchases and totals sales, receives money and makes change. 

GENERAL QUALIFICATIONS/REQUIREMENTS:
High School Graduate or GED.   A minimum of three experience that demonstrates knowledge of the governing supply systems, programs, policies, shipping terms and procedures.  Must possess a valid driver’s license.

KNOWLEDGE, SKILLS, AND ABILITIES

On a separate paper please address the following knowledge, Skills, and Abilities:

1. Knowledge of the overall warehousing plan, accepted warehousing methods, procedures and techniques to select proper storage location.

2. Ability to read and comprehend both oral and written communication and direction from supervisor.

3. Knowledge of Windows, Microsoft Word, Microsoft Excel.

4. Ability to operate cash register and apply basic mathematics.

Note:   As a condition of employment, selectee(s) will be required to participate in the Direct Deposit/Electronic Funds Transfer.  This is the DoD standard method of payment of personnel..

HOW TO APPLY:
Submit your  OF-612, SF-171 or  resume to:

Human Resources Office

Naval Postgraduate School

1 University Circle

Monterey, CA 93943-5000

Attn:  Erlinda R. Cayetano   (Indicate Announcement #)

Or Fax to (831) 656-3145

The Department of the Navy is an Equal Employment Opportunity Employer.  All qualified candidates will receive consideration without regard to race, color, religion, sex national origin, age, disability, marital status, political affiliation, sexual orientation or any other non-merit factor.

The Department of the Navy is a drug-free-workplace

